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SECTION I

BOARD OF PUBLIC EDUCATION

Standards for School Accreditation as per

20-7-101: (1) Standards of accreditation for all

schools shall be adopted by the board of public

education upon the recommendations of the

superintendent of public instruction.
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INTRODUCTION

The Board of Public Education has the duty to establish and maintain appropriate

standards for all Montana public elementary and secondary schools. The purposes
of the standards are to: (a) determine eligibility for state equalization aid which, by
law, is meant to "guarantee a uniform system of public schools"; (b) guarantee
students the benefits of attendance in accredited schools and provide a basis for

transfer; and (c) establish a measure of school adequacy by providing minimums.

The State Superintendent and the Board of Public Education realize that the stan-

dards must reflect changing educational concepts and goals. For that reason, stan-

dards have been and will be revised regularly. This loose-leaf notebook format
should be used to maintain the current Standards for Accreditation of Montana
Schools as adopted by the Board of Public Education and published in the Ad-
ministrative Rules of Montana, Title 1 0, Chapter 55. While every attempt has been
made to include in this publication those standards set out in the Administrative

Rules of Montana, you are urged to review those rules on occasion.

The Board of Public Education has asked the State Superintendent to provide on-

site evaluations for the purpose of providing service and assistance to local school

trustees in implementing and maintaining these standards. These evaluations

should not be looked upon as checking or policing but as assistance to local

districts; and the cooperation and goodwill of local leadership will ensure the suc-

cess of these visits.

The Board is proud of Montana's public school system but it realizes that the

quality of education is the result of ongoing joint commitment and effort. If you
have any comments, suggestions or ideas to improve the standards or the ac-

creditation process, the Board would certainly like you to share them with us.

Ted Hazelbaker
Chairman
Board of Public Education





STANDARDS FOR ACCREDITATION
OF MONTANA SCHOOLS

The symbol of this publication is designed to signify two basic characteristics

of a contemporary school: unity and movement.

Unity is expressed graphically through the assorted triangles which form the

base, a rectangle. Each triangle symbolizes a force which contributes to a total,

quality educational program. The component parts (students, teachers, ad-

ministrators, parents, community, resources, facilities, etc.) form the whole
(the school).

Movement is expressed graphically through the large triangular "umbrella"
or "roof" in the shape of an arrow. The inherent movement in a school — chang-
ing teaching methods, mobility of students, the search for innovative and ex-

emplary ways to satisfy the individual student's needs — is caused by the

diverse forces which constitute the school itself.





Minimum

Accreditation Period

(1) By authority of section 20-7-101,
MCA, the board of public education
adopts standards of accreditation on
the recommendation of the superin-

tendent of public instruction.
Recognizing that the review of ac-

creditation standards is vital, the

board will consider recommenda-
tions for revision of standards at any
time it deems necessary. Notwith-

standing any changes made in any
five year period, every five years the

board shall have made a compre-
hensive review of all accreditation

standards to ensure that such stan-

dards are meeting the needs of the
state. Effective 8/1/86

(2) All rules published for adoption in

the ARM prior to December 1 will be
effective July 1 of the year following
unless noted otherwise. They should
be found in the Montana School Ac-
creditation Standards and Proce-
dures Manual which is updated and
distributed by the superintendent in

January of every year. School dis-

tricts are responsible for filing and
updating any information pertinent
to the accreditation process. Effec-

tive 8/1/86

(3) By authority of section 20-7-102,
MCA, and on the recommendation of

the superintendent of public instruc-
tion, the board of public education
historically has established the ac-
creditation status of each Montana
public elementary and secondary
school in March of each year. Annual
accreditation, therefore, occurs prior

to school districts' adoption of pre-
liminary budgets for the ensuing year
and vet allows a period of time for
analysis of the information on which
accreditation recommendations are
based. The information gathering
and processing schedule com-
mences at the beginning of the
school year for which accreditation
is sought and is based primarily on
data provided by school districts
supplemented by visitations and/or
inquiries initiated by the superinten-
dent of public instruction. Effective
8/1/86

100. GENERAL PROVISIONS

Recommended



Minimum

(4) It is the policy of the board of public

education not to act on school ac-

creditation in the interim between
annual accreditation determinations.
It is the consensus of the board that

the established annual schedule pro-

vides ample opportunity both to

schools and to the superintendent to

prepare for annual accreditation. Ef-

fective 8/1/86

(5) Once the annual accreditation has
been established by the board, any
request from a school district for

consideration of a change in its ac-

creditation status will be entertained

by the board only if it can be shown
that an error occurred in reporting,

interpreting or processing the data

on which accreditation recommen-
dations had been based. Effective

8/1/86

102. Categories of Accreditation

(1) "Regular accreditation" is awarded
for a school which meets minimum
standards or shows deviations from
standards of a minor nature. Regular

accreditation is for one year.

(2) "Accredited with advice" will be
noted when a school exhibits serious

and/or numerous deviations from
minimum standards; improvement is

expected within the ensuing school
year. (See Section II, Procedures, p.

42.)

(3) "Accredited on probation" will be
noted when a school exhibits or con-
tinues to have serious and/or
numerous deviations from standards
or has substantially increased the
seriousness of deviations over the
previous year. The local school
board and other administrative of-

ficers must adopt and submit a

school improvement plan to the
superintendent of public instruction.

This plan must provide a systematic
procedure for the correction of in-

fractions noted. (See Section II, Pro-

cedures, p. 43.)

(4) A school which fails to have im-

proved after having been accredited
with advice or accredited on proba-
tion will not be accredited.

103. Certificate of Accreditation

(1) A certificate of accreditation will be
issued to each accredited school.

105. Types of Schools

(1 ) An elementary school is an organiza-
tional unit composed of any com-
bination of grades K through eight.

Recommended

10



Minimum

(2) A middle school is an organizational

unit composed of any combination
of grades four through eight. (Note:

All portions of the middle school
organization and program composed
of grade six and lower shall comply
with standards for accreditation ap-

plicable to elementary schools.)

(3) A junior high school is an organiza-

tional unit composed of grades
seven, eight and nine operating in

conjunction with a senior high

school and an elementary school.

(4) A high school is an organizational

unit composed of any of the com-
binations which follow:

(a) Senior high school: grades
10-12 operating in conjunction
with a junior high school and an
elementary school.

(b) Six-year high school: grades
7-12 operating in conjunction
with an elementary school as

per 20-6-501. MCA.
(c) Four-year high school: grades

9-12 operating in conjunction
with an elementary school.

6. Approval of New Schools

(1) To be eligible for accreditation, new
junior high schools or high schools
must be approved by the superinten-
dent of public instruction prior to

their establishment.

(2) A school operating for the first time
or a school which was not in opera-
tion the previous year must comply
with statutory requirements for the
opening of a new school or the
reopening of a closed school prior to

such opening or reopening.

7. School Specialists

(1) Specialists, paraprofessionals and
teacher aides employed in a school
will be considered in the evaluation
of the entire school program for ac-
creditation purposes. In cases where
class enrollment is in excess of

minimum standards, consideration
will be given in determining the
severity of deviation for those
schools employing specialists,
paraprofessionals and teacher aides.

Recommended

11



Minimum Recommended

108. Alternative Standards

( 1 ) Any school or school district may ap-

ply to the board of public education
through the office of public instruc-

tion for permission to use an alter-

nate for any standard, section of

standards or the entire set of stan-

dards excluding those standards that

would affect certification policies or

requirements. To do so, the school
district should indicate the educa-
tional goals or values that the cur-

rent standard should provide
students, then how the alternate be-

ing applied for would provide the
same or improved goals or values.

Permission to use an approved alter-

nate would be granted for one year
and renewable if the one-year pilot is

evaluated to be workable and educa-
tionally sound by both the school or

school district and the board of

public education.

109. Opportunity and Educational Equity

A school district will not discriminate

against any student on the basis of sex,

race, marital status, national origin or

handicapping condition in any area of ac-

creditation. This is inclusive of programs,
facilities, textbooks, curriculum, counsel-
ing, library services and extra-curricular

activities. It is the purpose of the ac-

creditation standards to guarantee equali-

ty of educational opportunity to each per-

son regardless of sex, race, marital status,

national origin or handicapping condition.
(History: Sec. 20-2-121(7) MCA; IMP,
Sec. 20-7-101 MCA; NEW 1985 MAR p.

352, Effective 7/1/86.)

12



200. ADMINISTRATION AND SUPERVISION

Under Montana school law, a local board of trustees is charged with the leadership, control and final

decision-making powers of the school district. In fulfilling these responsibilities, the board works

closely with the district's administrative, supervisory and instructional staff.

The advisory and policy-making activities of the board and administrators must be guided by a com-
prehensive philosophy which considers the function and the powers of the district, the duties and

responsibilities of district staff and the goals of public education.

Because this philosophy should be a foundation for all of the educational activity of the district, it

cannot be formulated by the board or administrative staff alone. The board of trustees, district ad-

ministrators, teachers, students, their parents and the general community must be involved in deter-

mining the basic philosophy on which the educational program will be built. Once a philosophy is

established, certain goals and objectives for the school program can be specified.

Each district also must define its operational policies and make them available to employees and
patrons of the district so that everyone affected may be aware of the governing regulations.

The district superintendent serves as the executive officer of the board of trustees. One of the chief

responsibilities is to translate board policy and directives into an operating educational program. The
superintendent serves as a link between the board and the school, providing input and feedback both

to the trustees and to school personnel and patrons.

The superintendent also has direct responsibility to oversee the district's instructional program. In-

structional staff, principals, curriculum specialists and guidance personnel assist the superintendent

in the supervision, evaluation and development of a thorough educational program.

Members of the administrative and supervisory staff should be persons of proven academic achieve-
ment and educational experience and should demonstrate effective leadership and communication
skills.

Administrative and supervisory personnel who participate in hiring, evaluation, and retention or

dismissal must have administrative certification and endorsement for the appropriate level. These
personnel also need time to provide more than routine inspection of the teachers under their supervi-
sion. Each teacher is entitled to continuous observation and individual follow-up conferences de-
signed to improve the quality of instruction. For this reason, the standards recommend that ad-
ministrative and supervisory personnel devote a major portion of their time to approaches to meet
the needs of each student.

13



200. ADMINISTRATION AND SUPERVISION

Minimum Recommended

202. Board of Trustees

(1) Boards shall conduct regular month-
ly meetings and keep records in ac-

cordance with state law.

(2) Each school district shall formulate a

written comprehensive philosophy
of education which reflects the spe-

cific instructional needs of students

at the elementary, middle/junior high

school and high school levels, and a

statement of goals which describes

the district's particular philosophy.

The school district shall publicize the

availability of such statements so

that persons so wishing may secure

a copy, and such statement shall be
reviewed annually by each school

district and revised as deemed nec-

essary. (Adopted by board of public

education 5/19/86; effective
6/13/86).

(3) Each school district shall have writ-

ten policies which delineate the

responsibilities of the board, the
superintendent and personnel em-
ployed by the school district. Policies

will be reviewed annually by the

school district and will be available

to employees and patrons of the

school.

(4) Each school district shall have a writ-

ten policy regarding student and
parent due process rights.

(5) Each school district shall have valid,

written contracts with all regularly

employed certified administrative,

supervisory and teaching personnel.

(6) Each school district shall schedule a

school term consisting of at least

180 days, Monday through Friday,

in accordance with state law. A
Saturday may not count as an in-

structional day unless it is used as a

make-up day when an emergency
has closed school during the regular

school week. In such emergencies,
approval for holding school on a

Saturday must be obtained from the
superintendent of public instruction

except where an emergency is of

one day's duration and is to be made
up on Saturday of the same week, in

which instance the district or county
superintendent may approve the

Saturday make-up day.

(7) The board of trustees shall transact
official business with professional

personnel and other employees
through the district superintendent
of schools except as provided in sec-
tion 39-31-101 through 39-31-304
of state law.

The board of public education recommend
that a self-evaluation of the district's educa

tional program shall be conducted every fivj

years using the National Study of Sc !

Evaluation Evaluative Criteria or some othe

means of self-evaluation. Following the se

evaluation, schools are encouraged to utiliz

visitation team of educators, students, trustee,:

and lay citizens to validate the school's sell

evaluation once every ten years.

A district's philosophy may include the con
munity education process which encourage*:

the development of a comprehensive dehveit

system, based on local citizen involvement;

greater utilization of school-communitr|

facilities and resources, inter-agency coordin|

tion, and improved school-community re

tions, in order to provide for the education

recreational, social and cultural needs of

community members.

^

14



Minimum

(8) The board of trustees shall adopt
specific policies and procedures for

evaluation of certified staff. A com-
prehensive individual personnel file

based on specific evaluation of every
teacher, principal, supervisor and
other certified staff employed in the

district shall be maintained. The in-

dividual being evaljated shall be pro-

vided with a copy of the written

evaluation and shall be granted ac-

cess to his/her evaluation file.

(.District Superintendent

(1) Each school district operating both
an elementary school and a high

school must have a superintendent
who shall be certified in accordance
with state statutes and with the

policies of the board of public educa-
tion.

(2) The district superintendent shall be
responsible for the selection and
assignment of all school employees
and for the administration and super-
vision of the educational program,
subject to the approval of the board
of trustees.

(3) All specifically designated super-

visors shall be certified in accor-

dance with state statutes and with
the policies of the board of public

education when:
(a) These positions are required by

special programs.
(b) Positions are involved in hiring,

evaluation, retention and
dismissal. (Adopted 1/12/87;
effective 1/30/87)

k Principal

(1) The principal shall be certified in ac-
cordance with state statutes and
with the policies of the board of

public education.

(2) Requirements for the services of

principals are determined by en-

rollments of schools or school
districts.

(a) Any school with an enrollment
of fewer than 1 50 students
and not under the supervision
of a district superintendent
shall provide for supervision at

the minimum average of two
days per teacher per year
through the office of the coun-
ty superintendent.

(b) In any school district with a

combined elementary and sec-
ondary enrollment of more than
50 but less than 1 50 students
and where the superintendent
serves as both elementary and
secondary principal, the super-
intendent shall devote half time
to administration and supervi-
sion in both schools.

Recommended

The board of public education recommends
that policies and procedures shall be developed
in consultation with administrators, teachers,
other staff members and students. Also
teachers, administrators and pupils should
have the opportunity to comment on the
evaluation of these policies and procedures.

The board of public education recommends
that any school with an enrollment of fewer
than 1 50 students and not under the supervi-

sion of a district superintendent shall provide
for supervision at the minimum average of one-
half day per teacher per month either through
the office of the county superintendent or

through the shared services of elementary prin-

cipals, subject area consultants and/or cur-

riculum consultants.

15



Minimum

(c) In any school district where the

combined elementary and sec-

ondary enrollment exceeds
1 50 but is less than 300, the

superintendent may serve as
half-time elementary or high
school principal. The district

must employ a half-time ele-

mentary or high school prin-

cipal for the other unit in the

district. The superintendent
shall devote half-time as prin-

cipal of the assigned school.

Or, in any school district where
the combined elementary and
secondary enrollment exceeds
1 50 but is less than 300, and
where the superintendent
serves as both elementary and
secondary principal, the district

must employ a half-time ad-

ministrative assistant. The ad-

ministrative assistant shall be
defined as a person who holds

a bachelor's degree and pre-

sents evidence of working
toward the administrator's cer-

tificate on a planned program.
If an administrative assistant is

employed in lieu of a principal,

the assistant must have already
completed at least 1 5 credits in

an approved administrative
program leading to the principal

endorsement. The district must
ensure that the administrative
assistant (intern) shows con-
tinued progress in that role

within a three year period.

(Adopted by board of public

education 10/20/86; effective

1 1/15/861

(d) Any elementary or secondary
school with an enrollment of
1 50 to 300 shall employ a prin-

cipal (in addition to the
superintendent) who shall
devote half time to supervision
and administration.

(e) Any school with an enrollment
exceeding 300 shall employ a
principal (in addition to the
superintendent) who shall de-
vote full time to supervision
and administration.

(f) Any junior or senior high school
with an enrollment of over 500
students shall employ an assis-
tant principal who shall devote
at least one half of each school
day to supervision and adminis-
tration.

Recommended

The board of public education recomme
that in any school district where the combine*
enrollment exceeds 1 50 but is less than 300,
the district shall employ both an elemental!
principal and a high school principal lin adri'tioJ

to the superintendent) who shall devote jt easj

one half of each school day to supervsiun anrj

administration.

The board of public education recommenii
that any school with an enrollment exceeds
300 shall employ a full-time principal for
length of time that includes supervision and a 7 <

ministration of pre- and post-school year e

tivities.

16



Minimum

(g) Any elementary school with an
enrollment of over 650 stu-

dents shall employ an assistant

principal who shall devote at

least one half of each school
day to supervision and adminis-
tration.

Professional Development

(1) The school district shall provide, as

part of a continuous program for the

improvement of instruction and ad-

ministration^ minimum of three

days of professional development
annually for each certified employee.
A day of professional development is

defined as six hours of actual con-

tact time. Professional development
time may be divided into no less than

two hour increments to facilitate

delivery of professional development
programs.

(2) By April 1 5 of each year, the school
district shall formulate a plan for pro-

fessional development which in-

cludes:

(a) Goals and objectives stating

the needs appropriate to the

professional development of

teachers, administrators and
other professional personnel.

(b) Acceptable activities.

(c) Methods of evaluation required
for each activity contained in

the plan.

(3) For purposes of development and
evaluation of the plan, the board of

trustees shall establish an advisory
committee including but not limited

to teachers, administrative person-
nel and trustees. A majority of the
committee shall be teachers.

(4) The plan shall be on file in the
school's administrative office or

with the county superintendent and
shali be available to employees and
patrons of the district. (Effective

1/30/87).

Student Records

(1) Each school shall keep a permanent
file of students' records which shall

include the name and address of the
student, parent or guardian, birth

date, academic work completed,
level of achievement (grades, stan-
dardized achievement tests), im-
munization record as per 20-5-406,
MCA, and attendance data of the
student. Student records shall be
kept in a fireproof file or vault in the
school building or for rural schools,
in the county superintendent's of-

fice. Each school district shall

Recommended

The board of public education recommends
that any elementary school with an enrollment
of over 500 students shail empioy an assistant

principal who shall devote at least one half of

each school day to supervision and admimstra
tion.

The board of public education recommends
that any district which has more than one
secondary school (junior and or senio r nigh

school) assign a secondary school curriculum
coordinator for the instructional program. The
coordinator may be one of the principals and
should hold a Class 3 certificate endorsed for

supervisor of secondary curriculum.

A district employing two or more elementary
principals should assign a coordinator for the

instructional program. The coordinator may be
one of the principals and should hold a Class 3
certificate endorsed for supervisor of elemen-
tary curriculum.

17



Minimum
establish policies and procedures for

the use and transfer of student
records which are in compliance
with state and federal laws which
assure that an individual's privacy is

respected.

(2) All inactive permanent records from

a school that closes shall be sent to

the county superintendent or the ap-

propriate county official.

(3) Special Education Records
(a) Each school shall maintain a

separate records file for each
student receiving special edu-
cation and/or related services.

As a minimum, each record will

contain a current referral form,

permission for evaluation, child

study team report with accom-
panying evaluation data, in-

dividualized education program
and permission for program
placement.

(b) Records will be maintained in

confidential manner to include

secure storage.

(c) Each district shall establish

written procedures for the
destruction of confidential
records. Records are to be kept
for a minimum of five years
after termination of special

education services or after age
1 8 or legal age.

(Refer to Procedures Section:

"Guidelines for Student Records,"

September 1984.)

209. Standard School Day

(1) As provided in section 20-1-302,
MCA, ".

. .a school day of pupil in-

struction shall be at least 2 hours for

kindergartens and all other preschool
programs, unless a variance has
been granted by the superintendent
of public instruction in accordance
with the policies of the board of

public education, at least 4 hours for

grades 1 through 3, and at least 6
hours for grades 4 through 1 2. The
number of hours in any one school

day for grades 4 through 1 2 may be
reduced by 1 hour if the total number
of hours in the school week is not
less than 30 hours. The number of

hours in a school week may be
reduced, in an emergency, with the
approval of the board of public

education." (Note: See section
20-1-302, MCA, for eleventh and
twelfth grade exceptions.)

2 10. School Morale

Recommended

Cooperative and harmonious relations

among staff members, students, trust

parents and patrons will contribute to a pos
school atmosphere and general morale.
board of public education recommends '

boards of trustees carefully examine exces
teacher turnover and lack of administrc|
continuity as they may indicate deficiency
school morale.

18



300. PERSONNEL

Teacher certification, as required by Montana statutes, serves a dual purpose. First, certification

procedures seek to assure the student, parents and the community of well-prepared teachers. Sec-

ond, certification standards contribute to the professional growth of teachers by requiring them to

continue training through advanced study.

If students are to be able to compete in today's complex society, they must have access to a large

body of knowledge and must be able to utilize sophisticated learning techniques. Accreditation stan-

dards require that high schools shall employ at least four certified teachers or certified full-time

equivalents in addition to the principal and superintendent. The standards also require that teachers

be assigned on the basis of level of certificate, endorsement(s) and college preparation.

The quality of classroom instruction also is determined by several other factors. To make the best

use of teacher's talents, released time is required to develop lesson plans, to engage in research and

to participate in training sessions. The standards, recognizing this need, limit the teaching load for a

teacher to 28 hours per week except for one- and two-teacher rural schools.

Class load also affects the quality of classroom instruction. The standards prescribe maximum in-

dividual class size for grade levels and, at the secondary level, for particular kinds of classes. In addi-

tion to limiting class loads, the standards encourage schools to use para-professional assistance in

the classroom.

Qualifications of auxiliary personnel — school nurses, social workers, speech therapists, occupa-
tional therapists and physical therapists — are not outlined in the certification standards. Such per-

sonnel must possess the appropriate license for their occupation as required in existing rules and
regulations.

Differentiated staffing and other staffing procedures that involve the utilization of teaching person-
nel to make optimum use of their talents, interests and commitments are encouraged. Differentiated

staffing can include utilizing classroom teachers at different levels of training and competency, sub-
ject matter specialists, special service personnel, community resource persons and para-

professionals such as teacher interns and teacher aides.
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300. PERSONNEL
Minimum

302. Certificates

(1 ) All teachers shall hold valid Montana
teaching certificates. Also, ad-

ministrative personnel who teach
also shall hold teaching certificates.

All supervisory personnel shall hold

appropriate certificates. The term
"all teachers" shall be interpreted to

include teachers involved in the

classroom instructional activities of

any federally financed program or

project. An emergency authorization

of employment is not a valid cer-

tificate; it is granted to a district

which, under emergency conditions,

cannot secure the services of a cer-

tified teacher. After July 1 , 1 984, all

school psychologists must be cer-

tified with a class 6 specialist cer-

tificate. Neither study hall super-

visors nor teacher aides need to be
certified; however, an instructional

aide assigned to a classroom shall be
under the direct supervision of that

classroom's teacher.

(2) All personnel coaching intramural or

interscholastic athletics shall hold a

current Red Cross first aid cer-

tificate. (Adopted November 1983.)

(3) In accordance with state law, salary

shall be withheld from teachers who
have not registered their certificates

in the office of the county super-
intendent within 60 calendar days
after their term of service begins.

County superintendents shall

receive from the schools a list of

district professional staff and their

assignments and shall advise school
districts of professional staff who do
not have current registered cer-

tificates. (Adopted board of public

education 5/19/86; effective
6/13/86)

(4) All teachers shall file official

transcripts of all college work in the
office of their chief school ad-
ministrator. If there is no district

superintendent or principal, the
county superintendent is the chief

school administrator.

(5) All personnel whose qualifications

are not outlined in the certification

standards must have a license issued
by the appropriate state or federal

licensing agency if required in ex-
isting rules and regulations.

(6) All teachers holding a provisional

(Class 5) certificate will file the plan

of intent from the college where they
are completing their program in the
office of the chief administrator. The
district will ensure a yearly reduction
of the deficiencies from each
teacher's plan. (Adopted by BPE
3/84; effective 9/1/85!

Recommended

The board of public education recommen
that all certified personnel should nave first

training.

in

r
IV

Ira
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Minimum

•3. Teaching Assignments

(1) Teachers shall be assigned at the

levels and in the subjects for which
their certificates are endorsed. Ex-

ceptions:

(a) Individuals serving in admin-

istrative training positions ap-

proved by the board of public

education.

(b) Teachers assigned in grade 7 or

8 who hold a secondary cer-

tificate may teach in subject

areas for which they hold no
endorsement if they have 1 5

quarter hour (10 semester)

credits of preparation in the

assigned subject area. The 1 5

credits shall include a methods
course in the teaching of that

subject area appropriate to the

grade levels.

(c) Teachers assigned in grade 5 or

6 in the departmentalized class-

room or middle school, who
hold a 5-12 secondary cer-

tificate, must be endorsed in

the subjects they are teaching.

A 5-12 certificate will not

cover a 5 or 6 grade assign-

ment in a self-contained
classroom.

(d) Clarification for teaching
assignments in grades 5 & 6
and 9-12.

Recommended

you are teaching in the

blowing subjects:

rt

usiness English

usiness Law

u siness Mathematics

usiness— General

usiness — Shorthand, Steno

jsiness — Typing

jsiness — Bookkeeping

ivies

rafts

ramatics

You must be endorsed in: (subject

& code number)

Art (83 or 84)

English (20) or Business Education

(70, 71 or 72)

Business Education (70, 71 or 72)

Mathematics (40) or Business Educa-
tion (70, 71 or 72)

Business Education (70, 71 or 72)

Business Education (70)

Business Education (70 or 71)

Business Education (70, 71 or 72)

Social Science (10) or Political Science
(15) or History-Political Science (17)

Art (83 or 84) or Industrial Arts (62)

English (20) or Dramatics (22) or

Speech-Drama (25)

21

Specific credit requirement:

1 5 quarter credits in U.S. govern-

ment if endorsed in (10)

1 5 quarter credits in drama if en-

dorsed in (20)



Economics

English-Language Arts

Foreign Language

Social Science (10) or Economics (12)

or Economics-Sociology (16)

English (20)

Foreign Language (39) or appropriate

foreign language endorsement (31)

through (36)

1 5 quarter credits in economic:
endorsed in (10)

(Adopted by BPE 10'20 86; ei

1 1/15/86)

Geography

Gifted and Talented

Government

Guidance

Health

History

Journalism

Library

Mechanical Drawing or

Drafting

Music

Native American Studies

Physical Education

Problems of Democracy

Psychology

Reading

Science — General

Science — Biology

Science — Chemistry

Social Science (10) or Geography (14)

Appropriate subject area

Social Science (10) or History (11) or

Political Science (15) or History-Politi-

cal Science (1 7)

Guidance (94) or Guidance K-12 (67

or 97)

P.E. & Health (91 or 92) or health (93)

Social Science (10) or History-Political

Science (1 7)

English (20) or Journalism (23)

Library (24) or Library K-12 (67 or 26)

Industrial Arts (62)

Music (81 or 82)

Any endorsement

Physical Education (91 or 92)

Social Science (10) or Political Science
(1 5) or History-Political Science (17)

Social Science (10) or Psychology (96)

Reading K-12 (27) or English (20)

Science (50) or any two science en-
dorsements (51) through (56)

Science (50) or Biological Science (52)
or Biology (55)

Science (50) or Physical Science (51)
or Biological Science (52) or Chemistry
(54) or Biology (55)
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1 5 quarter credits in geograp
endorsed in (10)

1 5 quarter credits in U.S. gove'

ment if endorsed in (10) or (1|
(Adopted by BPE 10/20/86; ef

1 1/15/86)

1 5 quarter credits in health

dorsed in (91) or (92)

1 5 quarter credits in history if]

dorsed in (10)

At least 1 course in journalism

dorsed in (20)

6 quarter credits in mechanical
drawing if endorsed in (62)

(Effective 1986, 15 quarter c

in Native American Studies ij

tified as a teacher at the levi

fered. The utilization of a que;

Native American resource pc

under the supervision of a cetj

teacher can be used in lieu of tn

credit requirement.)

1 5 quarter credits in governme
endorsed in (10)

1 5 quarter credits in psycholc

endorsed in (10)

1 5 quarter credits in reading |>.

dorsed in (20)

I

1 5 quarter credits in biology if

dorsed in (50)

1 5 quarter credits in chemistry
dorsed in (50), (51), (52) or (I



nee — Earth

nee — Physical

nee — Physics

al Science — General

ial Studies)

>logy

ial Education

^ch Communication

ic Education

Science (50) or Earth Science (56)

Science (50) or Physical Science (51)

or Chemistry (54) and Physics (53)

Science (50) or Physical Science (51)

or Physics (53)

Social Science (10) or any two social

science endorsements (1 1 through 1 7)

Social Science (10) or Sociology (13)

or Economics-Sociology (16)

Special Education (95) or Special

Education K-12 (67 or 98)

English (20) or Speech Communication
(21) or Speech-Drama (25)

No specific endorsement required

1 5 quarter credits in earth science if

endorsed in (50)

1 5 quarter credits in physical

science if endorsed in (50)

1 5 quarter credits m physics if en-

dorsed in (50) or (51

)

1 5 quarter credits in sociology if en-

dorsed in (10)

1 5 quarter credits in speech if en-

dorsed in (20)

1 2 quarter credits in traffic educa-
tion. (Must include basic and ad-

vanced traffic education.)

Chapter 1 - Identified and Funded Supplemental and Remedial Programs

edial Math — Elementary

edial Math — Secondary

Elementary Education (00) or Special

Education K-12 (67 or 98)

Elementary Education (00) or Special

Education K-12 (67 or 98) or

Mathematics (40) on a secondary cer-

tificate

edial Reading — Elementary

edial Reading — Secondary

edial Language Arts—
lentary

edial Language Arts —
indary

Elementary Education (00) or Reading

K-12 (67 or 27) or Special Education

K-12 (67 or 98)

Elementary Education (00) or Reading

K-12 (67 or 27) or Special Education

K-12 (67 or 98) or English (20) on a

secondary certificate

Elementary Education (00) Or Special

Education K-12 (67 or 98)

Elementary Education (00) or Special

Education K-12 (67 or 98) or English

(20) on a secondary certificate

1 5 quarter credits in reading if en-

dorsed in (20)

es and Industries: Teachers of subjects which qualify for vocational reimbursement may be required to hav«» adJi-

il specific courses and work experience.

i Body

Mechanics

I. A. (62) or T & I (65-Auto Body) or

Class 4-Auto Body

I. A. (62) or T & I (65-Auto-Mechanics)
or Class 4-Auto Mechanics

1 5 quarter credits in auto body if en-

dorsed in (62)

1 5 quarter credits in auto mechanics
if endorsed in (62)

23



Building Trades

Electronics

Graphic Arts

Machine Shop

Mechanical Drawing or

Drafting

Metal Working

Power Mechanics (includes

energy & transportation)

Small Engines

Welding

I. A. (62) or T & I (65-Building Trades)

or Class 4-Building Trades

LA. (62) or T & I
(65-Electronics)

or Class 4-Electronics

I. A. (62) or Art (83 or 84) or T & I (65-

Graphic Arts) or Class 4-Graphic Arts

I. A. (62) or Class 4-Machine Shop

I. A. (62) or T & I (65-Drafting) or Class

4-Drafting

I. A. (62) or Class 4-Metals

I. A. (62) or Class 4-Power Mechanics

I. A. (62) or T & I (65-Auto Mechanics)

I. A. (62) or T & I (65-Welding) or Class

4-Welding

9 quarter credits in constructl

endorsed in (62). Does not

woodworking.

1 5 quarter credits in electronr

endorsed in (62)

6 quarter credits in graphic as

endorsed in (62), (83 or 84)

1 quarter credits in machine:

endorsed in (62)

6 quarter credits in machine di

if endorsed in (62)

1 5 quarter credits in general

if endorsed in (62)

10 quarter credits in power r

chanics if endorsed in (62)

5 quarter credits in small en

endorsed in (62)

10 quarter credits in welding

dorsed in (62)
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Minimum

(2) Certification at the elementary level

based on a bachelor's degree entitles

the holder to teach in grades
kindergarten through nine. Excep-
tion: In schools organized as a junior

high school, teachers with such cer-

tification shall have a minimum of 30
quarter (20 semester) credits in all

subjects which they teach at the
ninth grade. Adopted 3/85; Effec-

tive 7/1/86.

04. Teacher Load: High School, Junior High
School, Middle School and Grades 7 and
8 Budgeted at High School Rates

( 1 ) High schools and junior high schools
shall employ at least four full-time

equivalent certified teachers (in-

cluding library and guidance person-
nel) in addition to the administrator

of the school.

(2) Middle schools and grades 7 and 8
budgeted at high school rates with
60 or more students shall employ at

least three full-time equivalent cer-

tified teachers (including library and
guidance personnel) in addition to

the administrator of the school.

(3) Grades 7 and 8 budgeted at high

school rates with less than 60
students shall employ two and one-
half full-time equivalent certified

teachers (including library and
guidance personnel) in addition to

the administrator of the school.

(4) Individual class size shall not exceed
30 students, except where schools
are experimenting and have the ap-
proval of the state superintendent.
Physical education and typing
classes may have 45 students. Class
size limits do not apply to instrumen-
tal music or choral groups.

(5) No teacher shall have more than 28
clock hours of assigned student
responsibility per week.

(6) The number of students assigned a
teacher per day shall not exceed
160. Typing and physical education
classes shall be counted at two
thirds of the actual enrollment.
Study hall, regardless of size, shall

be counted at 1 5 students. Student
limits do not apply to instrumental
music or choral groups. Library,

guidance and study hall duties are
assigned student responsibilities.
However, in cases where a teacher
is assigned full-time in these areas,
the assignment may be for the entire
day.

Recommended

The board of public education recommends
that English teachers shall not be assigned
more than 1 2 5 students per day, or they shall

have the services of para-professionals.
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Minimum

305. Teacher Load: Elementary Schools

(1) In multi-grade classrooms, the max-
imum class load shall be as set forth

below:

(a) Grades kindergarten, 1, 2, and
3: 20 students.

(b) Grades 4, 5, and 6: 24
students.

(c) Grades 7 and 8: 26 students.

(2) Multi-grade classrooms that cross
grade level boundaries (e.g., 3-4,

6-7) shall use the maximum of the
lower grade.

(3) In single-grade rooms, the maximum
class load shall be as set forth

below:

(a) No more than 24 students in

kindergarten.
(b) No more than 26 students in

grades 1 and 2.

(c) No more than 28 students in

grades 3 and 4.

(d) No more than 30 students in

grades 5 through 8.

(4) In one-teacher schools, the max-
imum class load shall be 18
students.

(5) No teacher shall have more than 28
clock hours of assigned student
responsibility per week except for

one- and two-teacher rural schools.

Recommended

The board of public education recommt
that the certified staff should be supplemer

by para-professionals.

The board of public education recomm
that in single-grade rooms, the maximum c

load should be as set forth below:

(a) No more than 20 students in

dergarten.

(b) No more than 22 students in grade
(c) No more than 24 students in grade
(d) No more than 26 students in grades

4.

(e) No more than 28 students in grad
through 8.

!

The board of public education recomme,
that during the regular 6-hour teaching c

each teacher should have 45 minutes
preparation and planning time. This time sh<

be in addition to any regularly scheduled rec

and lunch period. During this 45-minute per
the teacher should be free of any direct resp

sibility for students.
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400. SCHOOL PROGRAM

A program of instruction for students is the central reason for the school's existence. Every policy,

activity and decision carried out by the board of trustees, the administrative personnel and the

teaching staff should be directed toward strengthening that program.

Schools are urged to take advantage of all appropriate educational resources within the community
to assure that the educational program for each student is related to the student's needs and rele-

vant to life within the community.

The accreditation standards outline a minimum instructional program. Schools are urged to consider

this program as a starting point from which they can expand course offerings to meet the increasing-

ly specialized needs of students and society.

A district must formulate precise and realistic goals for its educational program. These goals will

flow primarily from the stated educational philosophy of the district, but they also should take into

account the particular aspirations, interests and abilities of students.

A major resource for curricular activities is the school library. In these standards, the term "library"

includes instructional media centers, communication centers, or other titles used to describe this

resource. An effective curriculum must be reinforced by a quality library and resource center.

Teachers cannot be expected to remain completely abreast of the changes, reinterpretations and
discoveries occurring daily in all fields of knowledge. Students and teachers, therefore, must have
access to a well-stocked library which contains a core of reference books, fiction, periodicals, maps
and other educational media. The library's resources should be updated and enlarged continuously
to reflect the best of modern as well as classical thought.

Library facilities are as vital to the elementary curriculum as they are to middle school, junior high and
high school curriculums. In all cases, these resources should reflect a variety of interests, subject
areas and reading levels and should be easily accessible. School officials responsible for establishing

the daily school schedule must assure that each student's daily schedule includes appropriate time
allocations for efficient use of the library facility.
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400. SCHOOL PROGRAM

Minimum

402. Basic Instructional Program: High School,

Junior High. Middle School and Grades 7

and 8 Budgeted at High School Rates.

( 1 ) Each district shall have in writing and
on file a process of program evalua-

tion. Self-review of each program
shall occur at least once every ten

years, using the Northwest Associa-
tion evaluation program or evalu-

ative materials of the using school's

choice.

(2) A high school shall require a

minimum of 18 units of the
graduating class of 1988, and 20
units of the graduating class of

1989 and following years, for

graduation including ninth grade
units; however, at its discretion, the

governing authority may require ad-

ditional units of credit for gradua-
tion. A unit of credit shall be given

for satisfactory completion of a full-

unit course. At the discretion of the

local administrator, fractional credit

may be given for partial completion
of a course. (Adopted March 1 984.)

(3) A unit of credit is defined as the

equivalent of at least 225 minutes
per week for subjects without
laboratory work and 250 minutes
per week for subjects that require

laboratory work. Passage time be-

tween classes may be counted
toward the standard school day.

(4) The following is a list of alternative

procedures for earning credit. They
are acceptable equivalents to the
basic definition of a unit of credit.

Such units of credit taken with the

approval of the accredited Montana
high school in which the student
was then enrolled and appearing on
the student's official transcript,

must be accepted in any Montana
high school.

(a) Satisfactory completion of the
content of a course in a period
of time either shorter or longer
than that normally required.
Criteria for successful comple-
tion shall be developed as a

guide for teachers, students
and parents in assuring quanti-
ty and quality of performance,
regardless of time involved.

(b) Credit earned in summer
classes may be applied toward
graduation requirements if the
summer classes are taught by
properly contracted teachers,
and it shall be prorated in ac-

cordance with the policies of

the local governing authority.

Recommended

(Note: The Board of Public Edueat'on

adopted a recommended Academic Freer

Policy which is printed on p.vi-s 43 44
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(c)

(d)

Minimum

Satisfactory completion of

special courses in such pro-

grams as Job Corps, Upward
Bound and Armed Forces
schools. Credit given for

satisfactory completion of such
courses shall be in accordance
with policies of the local

governing authority.

Satisfactory completion of un-
conventional programs such as
work study, cooperative work
experience, college level
courses taken in high schools
and others. Work study and
work experience programs
shall be coordinated with the

supervision of a contracted
teacher of the school.

Credits earned through the Na-
tional University Extension
Association or earned through
one of the schools approved by
the National Home Study Coun-
cil. This credit may be applied

toward graduation if the stu-

dent is regularly enrolled and if

the credits are issued in accor-
dance with the policies of the
local governing authority.

(f) Credit earned in adult educa-
tion classes may be applied
toward graduation require-
ments, provided the classes
have been established in accor-
dance with state law, classes
are taught by properly con-
tracted teachers, and the is-

suance of credit follows the
policies of the local governing
authority.

[5) Course requirements for graduation
are:

Language arts: 4 units.

American history: 1 unit.

(a)

(b)

(c) American government: Vi unit.

A 2-unit course in American
history and American democ-
racy, which includes a study of

government, may be used to

meet the American history and
government requirements.

(d) Mathematics: 2 units.

(e) Laboratory science: 1 unit.

(f) Health and physical education:
1 unit. A school must offer at

least a two-year program of

physical education and specific

instruction in health, the con-
tent to be adjusted to provide
for earning one unit of credit

during the two-year period.

Students must take health and
physical education for two
years. Participating in inter-

scholastic athletics cannot be
utilized to meet this require-

ment.

Recommended
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Minimum

(g) The governing authority shall

require the development and
implementation of processes to

assist staff members in assess-
ing the educational needs of

each student. Each governing
authority may waive specific

course requirements based on
individual student needs and
performance levels. Waiver re-

quests also shall be considered
with respect to age, maturity,

interests and aspirations of the

students and shall be in con-

sultation with parents or guard-

ians.

(6) Units of credit earned in any Mon-
tana high school accredited by the

board of public education shall be ac-

cepted in all Montana high schools.

(7) In accordance with the policies of

the local board of trustees, students
may be graduated from high school
with less than four years enrollment.

(8) The basic instructional program for

each high school shall be at least 16
units of course work which shall in-

clude at least those given below:

(a) Language arts: 4 units. The
basic minimum program in the

four skills of communication
(speaking, listening, reading
and writing) is required each
year.

(b) Social sciences: 2 units.

(c) Mathematics: 2 units.

(d) Science: 2 units.

(e) Health and physical education:
1 unit. A school must offer at

least a two-year program of

physical education and specific
instruction in health, the con-
tent to be adjusted to provide
for earning one unit of credit

during the two-year period.

Students must take health and
physical education for two
years. Participation in in-

terscholastic athletics cannot
be utilized to meet this require-

ment.

(f) Fine arts: 1 unit. Fine arts in-

clude music, art, drama.

Recommended

The board of public education recommf
that physical education classes should
phasize lifetime sports and minimize the tyf

sports played in interscholastic athletics.
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Minimum

(g) Practical arts: 2 units. Practical

arts include home economics
education, industrial arts,
business education and
agriculture.

(h) Two electives.

(9) Basic instructional program for junior

high school, middle school, and
grades 7 and 8 budgeted at high

school rates must offer:

(a) Language arts: 3 units in junior

high and 2 units for middle
school and 7th and 8th grades.

(b) Social sciences: 3 units in

junior high and 2 units in middle
school and 7th and 8th grades.

(c) Mathematics: mathematics of-

ferings are to include both
algebra and general math in

grade 9, 3 units in junior high

and 2 units in middle school
and 7th and 8th grades.

(d) Science: 3 units in junior high

and 2 units in middle school
and 7th and 8th grades.

(e) Health and physical education:
'/a unit each year in junior high
and Vi unit each year in middle
school and 7th and 8th grades.

(f) Art: Va unit each year in junior
high and Yi unit each year in

middle school and 7th and 8th
grades.

(g) Music: '/a unit each year in

junior high and Ka unit each
year in middle school and 7th
and 8th grades.

(h) Practical arts (includes home
economics, industrial arts,

business education and agri-

culture) Vi unit each year in

junior high and '/a unit each
year in middle school and 7th
and 8th grades.

I
1 0) A unit is defined as the equivalent of

at least 225 minutes per week in

non-laboratory courses and 250
minutes per week in courses that re-

quire laboratory work. Units in grade
9 shall be equivalent to units of
credit for high school graduation re-

quirements. Passage time between
classes may be counted toward the
standard school day.

Recommended
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Minimum

(11) A middle school, as defined in ARM
10.13.201, differs from a junior high

school because middle school philosophy
specifically addresses the unique nature

of middle school children by focusing on
their intellectual, social, emotional and
physical development. To put such philos-

ophy into practice, a middle school must
have flexibility to approach instruction

and teaching in a variety of ways, to

undertake inter-disciplinary work and to

plan blocks of course work deriving from
the intellectual, social, emotional and
physical needs of middle school students.

(a) A middle school minimum curriculum
shall include the subjects (see (i)

through (ix) below) which must be
maintained in balance. Critical and
creative thinking, career awareness,
life-long learning and safety will be
incorporated in the school program.

(b) Schools using this standard to incor-

porate flexibility in quest of a quality

program shall document the program
with curriculum guides, class sche-

dules and other means to maintain

balance among and within the dis-

ciplines enumerated below. Such
documentation shall be reviewed
and approved by the office of public

instruction. The middle school cur-

riculum must fall within the con-
tinuum of skills that are part of the
K-12 program in all disciplines.

(c) If the middle school program for

grades seven and eight is funded at
nigh school rates, it shall include:

(i) Art: art history, art criticism,

aesthetic perception and pro-
duction.

(ii) English Language Arts:
reading, writing, listening, and
speaking.

(iii) Health and Physical Education.

(iv) History, Social and Behavioral
Sciences.

(v) Mathematics: written and men-
tal computation and problem
solving.

(vi) Music: general, instrumental
and vocal (emphasizing com-
prehensive music elements,
music history, criticism,
aesthetic perception and
musical production).

(vii) Physical and Natural Sciences.

(viii) Practical Arts: e.g., agriculture,
business education, home
economics, industrial arts.

(ix) Exploratory courses: e.g.,
creative writing, dance, drama,
foreign language, photography.
(Adopted 1/12/87; effective
1/30/87)
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Minimum

Basic Instructional Program: Elementary

Recommended

1)

(2)

An elementary school shall have a

minimum educational program that

includes the subject areas listed

below:

(a) Language arts including
reading, literature, writing,
speaking, listening, spelling,

penmanship and English.

(b) Arithmetic, written computa-
tion and problem solving.

(c) Science, ecology and conserva-
tion.

(d) Social sciences, including
geography, history of the
United States, history of Mon-
tana, agriculture and eco-
nomics. Contemporary and his-

torical traditions and values of

American Indian culture may
also be included.

(e) Fine arts, including music and
art.

(f) Physical education.

(g) Safety, including fire preven-
tion as outlined in state
statutes.

(h) Health education.

(i) Weekly time allotments for

each subject area are flexible;

however, in grades 1 , 2 and 3,

the standard school day must
consist of at least four hours.

In grades 4, 5, 6, 7 and 8, the
standard school day must con-
sist of at least six hours. Daily

time allotments do not include

time allotted for the lunch peri-

od, and time allotments should
be scheduled to give balance to

the educational program. Two
recesses per day may be
counted toward the standard
school day. One recess per day
may be counted as physical
education if a planned activity

supervised by a certified
teacher is provided.

Basic instructional course material or

textbooks in the fundamental skill

areas of language arts, mathematics,
science and social studies must be
reviewed by authorities at intervals

not exceeding five years. All instruc-

tional materials must be sequential
and, in addition, must be compatible
with previous and future offerings.

The board of public education recommends
that, in developing a daily or weekly schedule,
time allotments should be flexible for meeting
the individual needs of children since all

children do not need exactly the same amount
of time in each subject area every day. Every
teacher should prepare a daily or weekly plan of

instruction.
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Minimum

404. Library Media Services, K 12

(1) All schools shall have a centralized

catalog of all the instructional media
in the school, exclusive of text-

books. This collection shall include

all the print and nonprint materials as

well as supporting audiovisual equip-

ment and shall be accessible to

students and teachers.

(2) Each school district shall have writ-

ten policies regarding the selection,

use and evaluation of materials and
services and procedures for handling
challenged materials. The selection

and use of specific items of material,

with the advice of the staff, are the

responsibility of the local school
board.

(3) In high schools, junior high schools,

middle schools and 7th and 8th
grades funded at high school rates,

the full-time or part-time librarian

shall have a teaching certificate with

a library endorsement and the library

shall be housed in a central location.

(a) In schools of 100 or fewer
students, the librarian shall

devote a minimum of 1 Vi hours

or 2 periods per day in the

library.

(b) In schools of 101 to 300
students the librarian shall

spend a minimum of 3 hours or

3 periods per day in the library.

(c) In junior and senior high
schools of 301 to 500 stu-

dents, the librarian shall spend
full-time in the library. One
library aide shall be employed
for each librarian, or the ser-

vices of a student librarian or

volunteer aide shall be
available.

(d) Junior and senior high schools
of 501 students shall have a

full-time librarian and additional

librarians at the following ratio:

Enrollment
501 to 1,000

1,001 to 1,500
1,501 to 2,000
2,001 to 2,500

Librarian

1.5
2
2.5
3

One library aide shall be
employed for each librarian, or

the services of a student
librarian or a volunteer aide

shall be available.

Recommended

The board of public education encourai

schools to offer family life and human sexu<

programs for all grades K-1 2 The goal of si

programs is to develop in concert with parer

churches, community organizations. )

youth, sources of information and discuss

which will help students confront the phyj

logical, psychological, social, and ethical

plications of human sexuality.

Specific goals should be clearly explicated
each locality and should include informa
which will assist young people in understa
ing and integrating into their lives self-resp

mutual respect, consideration of the need?
others, affection and love, variety of fai

structures and roles of family members,
and female roles in society, communica
skills, peer relationships, clarification of

sonal values and goals, and the consequen
and implications of behavior.

The board of public education recommf
that all schools shall have centralized all th

structional media in the school, exclusiv
textbooks. This collection should include all

print and nonprint materials as well as suppi
ing audiovisual equipment and shall be acd
sible to teachers and students. This collect

should be organized according to accera
library practice and shall be readily available

the students.

Policies should be reviewed annually by
school board and made available to employ
and patrons of the school district.
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Minimum

(4) Elementary schools with four or

more teachers must assign a teacher
with a minimum of nine credit hours
in professional library training at a

ratio of one full-time librarian to 800
students or a minimum of one hour
per day, whichever is greater. In

school districts employing a certified

teacher with a library endorsement,
a trained para-professional under the

direct supervision of this librarian

may be employed to meet this re-

quirement.

(5) The library media collection shall in-

clude instructional items in numbers
sufficient to meet staff and student
needs. (Instructional items refer to

all print and nonprint media owned
by the school district including
reference materials, periodicals,
newspapers and materials held in the
district instructional media centers.)
The items shall be selected to repre-

sent as nearly as possible all areas of

the curriculum at the appropriate
reading level and interests of the
students.

(6) After a school library has assembled
the minimum collection, the annual
expenditure for the library collection,

exclusive of textbooks and audio-
visual materials, must meet the
minimum expenditures given below:

Funding: high school, junior high
school, middle school and 7th and
8th grades funded at high school
rates:

Recommended

50 or fewer students $ 900
51-100 1,440
101-200 1,800
201-500 3,600
or $9 per student.
whichever is greater.

501-1,000 5,400
or $7.20 per student,
whichever is greater.

1.001-1.800 7,200
or $6.30 per student,
whichever is greater.

1,800 + 10,800
or $5.40 per student,
whichever is greater.

A minimum of $1.80 per student
shall be expended for media soft-

ware.

Funding: Elementary

300 or fewer students— $8. 10 per
student or $180, whichever is

greater.

Over 300-$2,430 plus $4.50 per
student over 300 enrollment.

A minimum of $1.80 per student
shall be expended for media soft-

ware.

The board of public education recommends
that after the school library has once as-
sembled the minimum collection, the annual ex-
penditure for books and periodicals, exclusive
of textbooks and audiovisual materials, should
meet the minimum expenditures given below:

Funding: high school, junior high school, mid-
dle school and 7th and 8th grades funded at
high school rates:

50 or fewer students $1,440
51-100 2,160
101-200 2,700
201-500 5,400

or $1 2.60 per student.
whichever is greater.

501-1,000 8,100
or $10.80 per student.
whichever is greater.

1,001-1,800 10,800
or $9 per student,
whichever is greater.

1,800 + 16,200
or $7.20 per student,
whichever is greater.
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Minimum

(7) The staff shall provide students with
instruction in the use of the media.

(8) Provision shall be made for work
areas and individual study areas for

viewing, listening and recording.

(9) The library shall be open on all in-

structional days for student and
teacher use during all periods of the
school day as well as immediately
preceding and following regular
school hours.

405A. Gifted and Talented
1

.

(a) Every school district shall make
an identifiable effort to provide

educational services to the
gifted and talented pupils

which are commensurate with
their needs and which foster a

positive self-image.

(b) Gifted and talented pupils are

those who have outstanding
abilities and who are capable of

high performance in one or

more of the following areas:

Creative, productive thinking,

leadership, intellectual and
academic abilities and visual

and performing arts talents.

These pupils require differen-

tiated educational programs
beyond those normally offered

in order to fully achieve their

potential contribution to self

and society.

2. Such services will be outlined in a

comprehensive district plan which
includes:

(a) Identification of talent areas
and pupil selection criteria ac-

cording to a written program
philosophy;

(b) A curriculum which reflects

pupil needs;
(c) Teacher selection and prepara-

tion;

(d) Criteria for formative and sum-
mative evaluation;

(e) Supportive services;

(f) Parent involvement;
(g) Procedures for changing a

pupil's active program status.

3. The Superintendent of Public In-

struction shall be responsible for:

Recommended

The implementation
20-7-903 and 904;

of MCA

The board of public education recomn
that the library should be made available ff

by students, staff and the general public

evenings and at other times when suet
does not conflict with the regular instruc

program.
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Minimum

(b) Promulgating, monitoring and
reporting on the Board policy;

(c) Providing technical assistance

to school districts;

(d) Assistance with the pooling of

resources between districts.

Adopted 3/84; Eft. 7/1/90.

• .Guidance and Counseling, High School,
Junior High School, Middle School and
7th and 8th Grades Funded at High
School Rates.

(1) Each full-time counselor and part-

time counselor shall have a valid

Montana teaching certificate and
have at least 30 quarter (20
semester) hours preparation in

guidance. (Effective for the
1986-87 school year, a counselor
will need an endorsement based on a

minimum of a minor and three years
experience as a certified classroom
teacher.)

(2) A minimum equivalent of one full-

time counselor for each 400
students shall be provided. All

schools must have a counselor
assigned for at least one hour a day
or five hours per week.

(3) A separate room specifically de-
signed for guidance and counseling
shall be provided.

(a) Adequate space and facilities

for clerical assistance shall be
provided.

(b) A guidance library shall be pro-

vided which is available to all

students.

Guidance and Counseling: Elementary

Recommended

(1) Guidance and counseling
shall be provided.

Reading Specialist

services

Student Follow Up

The board of public education recommends
that a minimum equivalent of one full-time

counselor for each 300 students shall be pro-

vided. All schools should have a counselor
assigned for at least one hour a day.

The board of public education recommends
that a room or rooms wherein counselors may
conduct testing, group guidance or small con-
ferences should be provided.

The board of public education recommends
that all schools should provide a developmental
guidance program.

A full-time reading specialist for each district

with a minimum of 300 students (K-1 2) should
be provided.

Montana high schools should conduct follow

up studies of all graduates and non-graduates
grades 9-12. The results of such studies
should be incorporated into the curriculum
development process and should be shared
with staff and school constituents.
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Minimum

410. Special Education: Minimum Require-
ments

(1) General

(a) Handicapped children are pro-

vided opportunities to become
confident, dignified and self-

sufficient members of society.

(b) To the maximum extent possi-

ble, and when appropriate,

handicapped children are edu-
cated with non-handicapped in

the district in which they live.

(c) A child receives special educa-
tion only when documentation
shows that the child cannot be
appropriately educated in the
regular program.

(d) A current individualized educa-
tion program is prepared for

each student receiving special

education and/or related ser-

vices.

(2) Itinerant and Resource Room Ser-

vices

(a) Direct services are provided to

students with handicaps who
are enrolled in the regular

education program for more
than 50 percent of the school
day.

(b) Ongoing consultation and com-
munication are provided by the
itinerant and resource person-
nel to the student's regular

teacher(s).

(3) Self-Contained Instruction

(a) Direct services are provided to
students enrolled in special

education for more than 50
percent of the school day.

(b) Students in self-contained
placement participate with
regular students to the maxi-
mum extent appropriate.

(4) Each student who has successfully
completed an identified educational
program must receive a diploma. The
official transcript will indicate the
specific courses taken and level of

achievements.

Recommended

School districts are encouraged to est

Cooperative Special Education prograi

order to reduce part-time positions and tc

minimum FTE budget approval levels.
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500. SCHOOL FACILITIES

The primary duty of a district with regard to school facilities is to safeguard the health and well-being

of the children enrolled in its schools. The Montana State Department of Health and Environmental
Sciences has published School Environment Guide, Law and Regulations, which outlines the mini-

mum health and safety standards for Montana school structures.

In addition to sufficient classroom space, a quality educational program needs facilities for science,

music, art, vocational education, special education and guidance programs. Adequate recreational

facilities are necessary to provide students the opportunity to develop physical as well as mental
skills.

The environment offered by the school plant has a direct effect on the tone and spirit of the school.

Bright, well-designed and well-maintained buildings make a positive contribution to a student's at-

titude toward school.

As with other components of the educational program, school facilities should reflect, insofar as

possible, the district's total educational philosophy.

500. SCHOOL FACILITIES

Minimum Recommended

502. Site and Grounds

( 1 ) The area must be of sufficient size to

provide adequate space for school
facilities and activities and must be
located so as to conform to state and
local building requirements.

(2) New and remodeled schools must
comply with requirements outlined
in the Public Accommodation and
Consumer Safety section of Title 1 6,

Chapter 10, Sub-Chapter 1 1 of the
Administrative Rules of Montana.
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Minimum Recommended

503. School Plant and Facilities

(1)

(2)

(3)

(4)

(5)

(6)

(8)

The school plant and facilities must
be adequate for the number of stu-

dents enrolled and for the curriculum
offered. Facilities must be con-
structed and equipped to safeguard
health and to protect students and
staff against fire and other hazards.
The local board of trustees or other

designee shall review annually plant

and facilities in cooperation with the
local fire chief and the county
sanitarian where such offices exist.

All high schools, regardless of enroll-

ment, must have at least four

general classrooms in addition to a

study hall and a library. All rooms
shall be neat, clean, well lighted, at-

tractive and adequately heated and
ventilated.

Schools must provide a special room
with the necessary equipment for

emergency nursing care and first aid.

Lunch rooms shall meet state stan-

dards for food handling estab-
lishments and the standards
established by the superintendent of

public instruction. (See Food Service
Establishment Rules in Title 16,
Chapter 10, Sub-Chapter 2 of the
Administrative Rules of Montana.)

New construction, enlargement or

remodeling of any building to be
used for public school purposes
must be approved by the superinten-
dent of public instruction and the
Building Codes Division of the
Department of Administration,
which has the responsibility of coor-
dination with other state agencies.

The furnishing and equipping of the
school building shall be sufficient in

quality and quantity to support a
quality educational program.
Hygienic requirements and adapt-
ability to various school and
classroom activities should be
carefully considered in the selection
of school equipment and materials.

Adequate storage space, convenient
to classrooms, should be provided
for equipment and materials.

A flag of the United State of America
shall be displayed in accordance
with state law. The Montana state
flag must be properly displayed in an
appropriate location in the building.

40



Minimum Recommended

Minimum essential facilities must be
available and accessible to all

students.

Maintenance

(1) The school grounds and buildings

must be maintained in such manner
so as to assure the health and safety

of students and staff.

(2) Custodial service and heating,
lighting, ventilation, water supply
and lavatories shall be such as to

assure hygienic conditions for

students and staff. Standards of the
Public Accommodation and Con-
sumer Safety section of Title 16,
Chapter 10, Sub-Chapter 1 1 of the
Administrative Rules of Montana
must be met.

Safety

(1)

(2)

(3)

:4)

5)

Fire drills should be conducted in ac-

cordance with state statutes.

Statutes of 1985 require eight per

school year. (Adopted by 8PE
5/19/86; effective 6/13/86)

Precautions for protection against
disasters such as blizzards, fires,

floods, earthquakes, bomb threats,

or nuclear disasters must be taken
throughout the buildings and
grounds.

Safety precautions must be taken for

the protection of students and staff

against injuries in all buildings and on
all grounds, particularly on play-

grounds and in laboratories, shops
and gymnasiums. Special provision
must be made to protect students
while operating power machinery.

Gas supply lines serving science
laboratories, home economics
rooms, shops or other rooms utiliz-

ing multiple outlets shall have a
master shut-off valve that is readily

accessible to the instructor or in-

structors in charge.

Home economics rooms, shops, of-

fices and other rooms using elec-

trically operated instructional equip-
ment shall be supplied with a master
electric switch readily accessible to
the instructor or instructors in

charge.
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ACADEMIC FREEDOM POLICY

1
. General Statement
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(b) School Administrators

School admm.strators should base their decisions on an assessment of education needdetermined with an effort to include diversity in views and acceptance of criticism of theprinciples to be taught. Their decisions should not be based on'a desire to suppress unpopular views or on personal judgments. They should make sure that procedures are mplace which govern acquis.tion, systematic review and reconsideration of materials
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(f) Community

The tenets of academic freedom seek to encourage a spirit of reasoned community par-

ticipation in the life and practices of our public schools. In a constitutional system that en-

courages diversity in views, expression and religion, it is to be expected that at times

strong objections are made regarding particulars of the public school curriculum.

It is important that the school authorities explore ways of accommodating dissent through
other means than excluding materials or concepts from the educational program, cancel-

ling courses, refusing to renew contracts of certain teachers, or eliminating a particular

kind of inquiry generally. In trying to accommodate dissent, authorities should attempt to

balance the program by including the dissenter's point of view and if that is not educa-
tionally desirable, excuse the dissenter from participating in the objectionable part of the

program.

The school's program should be neutral in matters of religious theory, doctrine and prac-

tice. Communities have the right to exercise supervision over their own public school
practices and programs, but their participation in the educational life of their schools
should respect the constitutional and intellectual rights guaranteed school personnel and
students by American law and tradition.

Adopted October 1, 1984
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SECTION II

OFFICE OF PUBLIC INSTRUCTION

PROCEDURES FOR ADMINISTRATION
OF ACCREDITATION STANDARDS
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INTRODUCTION

Fellow Educator:

The following pages include guidelines and applications my office uses to assist

schools in meeting the Standards for Accreditation. The loose-leaf binder format

will allow for the addition of new information and the deletion of outdated materials.

In September 1 982, the Office of Public Instruction began a five-year cycle of on-

site accreditation review of our 780 public schools, as well as 1 6 private schools
seeking accreditation. This review has been a worthwhile venture for schools and
Office of Public Instruction staff members.

Although many schools in our state exceed the standards, I am sure you may
recognize certain areas that need your attention. I know that you will find useful in-

formation in this Standards and Procedures Manual to assist you in providing a

quality program for Montana's school children.

Sincerely,

Ed Argenbright
Superintendent of Public Instruction
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ANNUAL ACCREDITATION PROCESS CALENDAR

March

September

October 1

October 1

5

October 15-

January 20

January 20

February

February 20

March

Step /—All public and private schools wishing to be accredited
receive an up-to-date version of Standards — complete for the

coming school year so that budget items may be dealt with early.

Step Il-

ia) Schools receive Fall Report forms from OPI.

(b) On-site accreditation visits begin and continue throughout the
school year (September-May).

Step ///—Schools must return completed Fall Reports and
schedules to county superintendents.

Step IV— County superintendents return Fall Reports and
schedules for all county schools to OPI.

Step V— OPI staff synthesizes and analyzes all Fall Reports and
other information.

Step VI— State Superintendent's Advisory Committee reviews
schools and recommends status to Superintendent.

Step VII— Schools recommended for Advice or Probation are

notified and allowed time to make corrections.

Step VIII— OPI staff meets with Superintendent.

Step IX-
(a) Superintendent reviews new information and makes
final recommendations to Board of Public Education.
(b) Board assigns final status to schools.
(c) OPI notifies schools of status and allows Probation and Advice
schools to submit plan by August 1 of the ensuing school year.
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OFFICE OF PUBLIC INSTRUCTION'S
CRITERIA FOR ADVICE STATUS

The following criteria will be used by the Accreditation Advisory Committee
when determining the accreditation status to be recommended to the State

Superintendent. If other considerations become a factor (e.g., new programs, ex-

ceptional efforts to meet the needs of students, etc.), the balance scale may move
the school from one accreditation status to another.

1

.

An attendance center has four or more misassigned teachers. All teachers,

counselors, librarians and school psychologists are given equal weight in

considering misassignments.

2. Superintendents, principals and their assistants do not have proper endorse-
ment and program of study for completion of administrative endorsement.

3. An administrative assistant, as per standard 204(2)(c), does not have proper

endorsement— fifth year.

4. School does not have necessary number of administrators— second occur-

rence.

5. Total number of deviations is five or more.

6. Any continuing deviations have occurred for three consecutive years.

7. Secondary teacher is teaching all subjects K-6.

8. Library services are not provided — first time.

9. Counseling services are not provided — first time.

10. Minimum educational programs or subjects are not available or not offered.

1 1 . Facilities create safety and health hazards and inadequate learning condi-
tions.

Should a school be recommended for Advice a second or succeeding years, the

local school board must adopt and submit a school improvement plan to the
Superintendent of Public Instruction by August 1 of the ensuing school year. This
plan must show a systematic procedure for the correction of deviations noted.
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OFFICE OF PUBLIC INSTRUCTION'S
CRITERIA FOR PROBATION STATUS

The following criteria will be used by the Accreditation Advisory Committee
when determining the accreditation status to be recommended to the State

Superintendent. If other considerations become a factor (e.g., new programs, ex-

ceptional efforts to meet the needs of students, etc.), the balance scale may move
the school from one accreditation status to another.

1

.

Noncertified teachers are employed — first year.

2. Superintendents, principals and their assistants do not have appropriate en-

dorsement and program of study — fourth year.

3. An administrative assistant, as per standard 204(2)(c), does not have proper
endorsement— sixth year.

4. School has misassigned teacher — fifth occurrence, same teacher.

5. Four or more misassigned teachers— third year.

6. Facilities create safety and health hazards and inadequate learning condi-
tions—second recurrence with no efforts to improve.

7. School does not offer all educational program requirements for comprehen-
sive school meeting standards of accreditation — second year.

8. Continuing deviation(s) — five years (i.e., same teacher misassigned or class
with inappropriately assigned teacher).

If a school is recommended for Probation, the local school board must adopt and
submit a written school improvement plan to the Superintendent of Public Instuc-
tion by August 1 of the ensuing school year. This plan must show a systematic pro-
cedure for the correction of deviations noted.
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,te of Montana
ice of Public Instruction

Argenbright, Superintendent

ena. MF 59620

APPLICATION PROCEDURE
ALTERNATIVE STANDARD(S)

Standards for Accreditation

of Montana Schools
Standard 108

Deadline— March 1

PURPOSE

It is the purpose of Standard 1 08 (The Alternative Standard) to provide schools an opportunity to replace

or modify any accreditation standard (with the exception of certification) in Standards for Accreditation of

Montana Schools with a standard that has been developed to better meet the educational need of the

school(s) or district involved. The intent of Standard 1 08 is to allow locally initiated proposals that better

reflect the unique individuality of each district as well as foster innovative approaches to solving educa-
tional problems.

CRITERIA

The major consideration in determining if a proposed alternative would be acceptable is whether the pro-

posed change or modification shows clearly how it will equal or better what is accomplished by the pres-

ent minimum accreditation standards.

APPLICATION PROCEDURES

1

.

Submit your alternative standard to the Office of Public Instruction on or before application

deadline, which is March 1

.

2. Include all items noted in application format. The Accreditation personnel of the Office of Public

Instruction will, if requested, provide assistance in the development of the proposal.

3. Submit the application on or before March 1 to the Office of Public Instruction, Accreditation

personnel, for review and recommendation to the Board of Public Education.

4. Final approval or denial will be determined by the Board of Public Education at its April meeting.

All schools will be notified by the Office of Public Instruction.

5. If approved, the alternative standard(s) will be effective (only) during the upcoming year.

6. Applications must be submitted on an annual basis.

APPLICATION FORMAT

On a separate sheet, please answer the following areas:

1

.

List the presently accepted accreditation standard(s) which will be replaced or modified with an

alternative standard. Use the number of the standard. Explain how you are presently meeting

these standards.

2. Explain your proposed alternative standard(s) and how this alternative approach will equal or

better what you are now doing to meet the accepted standards listed in number one above.

3. You should list at least one specific, measurable objective for each alternative standard, which

clearly shows how the proposed alternative standard(s) will equal or better what is presently

being accomplished in your school(s) or district.

4. Explain how you will evaluate each objective stated in number three above.
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:e"of Public Instruction

rgenbright. Superintendent

; Capitol

rta, MT 59620
Due: March 1st

Information to Supp< "

SEVENTH AND EIGHTH GRADE
Funding Throuq-"1 P r ovisions

of Sections 20 9 3 1 1

and 20-9-312. MCA

lientary District No.

dard 402.9

Language Arts

Social Sciences

Mathematics

Science

Health & Physical

Education

Music

Art

Practical Arts (Please

specify)

dard 404

Is the librarian endorsed?

Name

City or School County

Dth grades 7 and 8 for school year 1 9 - 19

Standard 402.10 Yes No Comments

One unit each year

One unit each year

One unit each year

One unit each year

One-half unit each year

One-half unit each year

One-half unit each year

One-half unit each year

Is the librarian assigned as follows:

A. 1 Vi hours a day for schools with 100 or

fewer seventh & eighth grade students,

or

B. 3 hours a day for schools with 101 to 300
seventh & eighth grade students, or

C. Full time for schools with 301 to 500
seventh & eighth grade students.

dard 406

Does the guidance counselor have a guidance and

counseling endorsement?

Name

Are guidance and counseling services provided at the

equivalent of one counselor per 400 students? NOTE:
All approved seventh and eighth programs must have a

counselor assigned for at least one hour per day.
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Standard 303

13. Are all teachers teaching in their area of endorsement
or do all secondary teachers have at least 1 5 quarter

credits (including a methods course) in assigned
teaching areas?

Yes No Comments

Standard 304

14. Does your seventh & eighth grade employ:

At least two and one-half full-time equivalent

certified teachers (including library and
guidance personnel) in addition to the ad-
ministrator of the school if your school has
less than 60 students enrolled, or...

B. At least three full-time equivalent certified

teachers (including library and guidance per-

sonnel) in addition to the administrator of the

school if your school has 60 or more
students enrolled?

1 5. Attach a proposed master schedule that indicates:

A. Names of teachers, librarians and
counselors.

B. Number and grade level of students in each

subject for each period.

NOTE: Applications must include a proposed master
schedule. If you anticipate staff changes and don't

know new employee's name, please list present

teacher's, counselor's or librarian's names. Please in-

dicate passing time between classes and length of

class periods separately.

16. Total number of students served in grades seven and
eight:

17. Additional information or comments (If any answers
were marked NO, please provide an explanation):

certify that the information provided is true and complete to the best of my knowledge and belief.

School Board Chairperson School District Superintendent

or County Superintendent

if no District Superintendent

Date
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ce or Public instruction

Urgenbright, Superintendent

te Capitol

jna, MT 59620 Due: March 1st

Information to Support
MIDDLE SCHOOL
Funding Through Provisions

of Sections 20-9-31 1 and
20-9-312. MCA.

nentary District No.

City or School County

19gram offerings for both gr?des 7 and 8 for school year 1 9

ndard 402.11

As defined in ARM 10.13.201, does the enrollment of grade seven and eight each
have 90 students or more?

Are the following subjects and specific content included within a balanced program?

Art: art history, art criticism, aesthetic perception and production.

English/Language Arts: reading, writing, listening, and speaking.

Health and Physical Education.

History, Social and Behavorial Sciences.

Mathematics: written and mental computation and problem solving.

Music: general, instrumental and vocal (emphasizing comprehensive music
elements, music history, criticism, aesthetic perception and music produc-
tion).

Physical and Natural Sciences.

Practical Arts (Please specify): e.g., agriculture, business education, home
economics, industrial arts.

Exploratory Courses: (Please specify): e.g., creative writing, dance, drama,

foreign language, photography.

Are critical and creative thinking, career awareness, life-long learning and safety incor-

porated into the school program?

ise attach a brief course description documenting the required content of each curriculum.

ndard 404

Is the librarian endorsed?

Name __^_

Is the librarian assigned as follows:

A. 1 Vi hours a day for schools with 100 or fewer seventh & eighth grade

students, or

B. 3 hours a day for schools with 1 01 to 300 seventh & eighth grade students,

or

C. Full time for schools with 301 to 500 seventh & eighth grade students.

idard 406

Does the guidance counselor have a guidance and counseling endorsement?

' Name

Are guidance and counseling services provided at the equivalent of one counselor per

400 students? NOTE: All approved seventh and eighth programs must have a

counselor assigned for at least one hour per day.
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Standard 303 Yes

8. Are all teachers teaching in their area of endorsement or do all secondary teachers have
at least 1 5 quarter credits (including a methods course) in assigned teaching areas?

Standard 304

9. Attach a proposed master schedule that indicates:

A. Full names of teachers, librarians and counselors.

B. Number and grade level of students in each subject for each period. Please
indicate passing time and number of minutes per instructional period.

NOTE: Applications must include a proposed master schedule. If you anticipate staff

changes and don't know new employee's name, please list present teacher's,

counselor's or librarian's names. Please indicate passing time between classes and
length of class periods separately.

1 0. Do the curriculum and related learning outcomes address the requirements of Standard
402.10?

1 1 . Total number of students served in grades seven and eight:

12. Additional information or comments (If any answers were marked NO, please provide
an explanation):

I certify that the information provided is true and complete to the best of my knowledge and belief.

School Board Chairperson School District Superintendent Date

or County Superintendent
if no District Superintendent
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State of Montana
Office of Public Instruction

Ed Arganbright, Superintendent
Helena, MT 59620

Application for Approval of Advanced
Budgeting Authority for the Initial

Year of Operating a Kindergarten Program
Due: June 1

Directions:

1

.

The school district submits the original and two copies of this application to the Superintendent of

Public Instruction, Helena, Montana 59620.

2. Upon approval, one signed copy will be returned to the school district and one copy to the County
Superintendent.

Elementary School

District No. City (if none, School) County

1

.

Number of five-year-olds residing in the district on September
10, 19 , as determined by a census. (Copies must be
on file in the district office for inspection.)

2. The Board of Trustees of the district has passed a resolution for

operating a kindergarten for the 1 9 school year. (A copy
of the resolution is attached to each application form.)

Number

Yes

I certify that this application is true and complete to the best of my knowledge and belief.

(Signed)

District Superintendent* *

(Signed)

Chairman, Board of Trustees

Date: Date:

* *lf there is no district superintendent, the county superintendent shall sign.

Approved for.

Not Approved.

FOR OFFICE OF PUBLIC INSTRUCTION USE ONLY:

. ANB

Superintendent of Public Instruction

Date:

Authorized Signature

Date:

BC0984
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State of Montana
Office of Public Instruction
Ed Argenbright, Superintendent
Helena, MT 59620

Elementary District No.

Information Sheet to Support
Request for Variance from the
Prescribed Statutory Schedule

for Kindergarten Programs

City or School:

Deadline: September 1

County

NoConditions to be met: Yes

1. Classes are scheduled for at least 360 hours during the school year.

2. Classes are in operation every week of the school year.

3. Classes are scheduled at least eight hours per week during the school
year.

4. Classes do not exceed four hours per day, though the daily period for

which children are supervised may exceed four hours.
Note: This often happens to accommodate morning and afternoon bus
schedules. The additional time is allocated to rest breaks, recess, lunch,
snack breaks, and supervised play time.

Since your schedule varies from the normal 180 two-hour-per-day program, please describe your
schedule and explain your reason for requesting this variance.

I certify that the information provided is true and complete to the best of my knowledge and belief.

FOR OFFICE OF PUBLIC INSTRUCTION USE ONLY

Board Chairperson Authorized Signature

Date: Date:

County Superintendent

Date:
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Certification Code
Revised September 1980

CODES

Class of Certificate

1 Class 1 Teaching

2 Class 2 Teaching

3 Class 3 Administrative

4 Class 4 Vocational

5 Class 5 Provisional

6 Class 6 Specialist

8 Life (no longer issued)

9 Other*

Level of Endorsement
1 Elementary (K-9)

2 Secondary (7-1 2)

3 Elementary & Secondary (K-1 2)

8 Secondary (5-1 2)

9 Other*

ADMINISTRATIVE ENDORSEMENTS
01 Elementary Principal (K-9)

02 Secondary Principal (7-12)

03 Superintendent (K-1 2)

04 Supervisor (K-9)

09 School Psychologist

00 Elementary Curriculum

1 Social Science

1 1 History

1 2 Economics
1 3 Sociology

1 4 Geography
1 5 Political Science (includes

American Government)
1 6 Economics-Sociology
1 7 History-Political Science

20 English

21 Speech-Communication
22 Dramatics
23 Journalism
24 Library**

25 Speech-Drama
26 Library (K-1 2)

27 Reading (K-1 2)

31 French

32 Spanish

33 German
34 Russian

35 Latin

36 Other**

05 Supervisor (7-1 2)

06 Supervisor (5-1 2)

07 Supervisor (K-1 2)

08 Secondary Principal (5-1 2)

SPECIALIST ENDORSEMENTS

TEACHING ENDORSEMENTS
61 Agriculture

62
63
64
65
67

70

ndustrial Arts

Home Economics
Distributive Education

Trade and Industry*

Other*

Business Education (with typing

and shorthand) •

71 Business Education (with typing)

72 Business Education* *

81 Music (K-1 2)

82 Music**
83 Art (K-1 2)

84 Art**

91 Physical Education & Health (K-1 2)

92 Physical Education & Health**

93 Health

94 Guidance and Counseling* *

95 Special Education* *

96 Psychology
97 Guidance & Counseling (K-1 2)

98 Special Education (K-1 2)

(Exceptional Children)

99 Traffic Education

40 Mathematics

50 General Science

51 Physical Science

52 Biological Science* *

53 Physics

54 Chemistry
55 Biology
56 Earth Science
* *No longer initially issued.

Specify

Specify
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GUIDELINES FOR DETERMINING CLASSES REQUIRING
250 MINUTES A WEEK

In general, classes requiring 250 minutes per week have the following

characteristics:

Instructional equipment and materials are used to construct or produce an ob-

ject, explore a concept, discover a generalization, confirm a principle or perfect

a skill.

The following courses are generally considered to require a minimum of 250
minutes per week:

1

.

science courses if they include laboratory work in classes such as biology,

chemistry, physics

2. home economics if it includes laboratory work in classes such as cooking,

sewing, decorating and child care

3. commercial courses

4. all shop courses

5. art if it includes the creation of art objects

6. physical education

7. band

Course names, class intent and teaching strategies will differ from school to

school. Therefore, a course title alone may not be adequate to determine the

minimal time requirements for any one class.
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Implementing Accreditation Standard
404.2: Materials Selection Policy
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Selection Policy 69
Sample Letters 71
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Teacher Rationale Form 77
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Dawson County High School's Policy 87
Checklist 97
Montana Resources 99
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SELECTION POLICY

Material in this document is designed to assist schools in developing an ap-
propriate materials selection policy. Included here, in addition to the outline for a
comprehensive selection policy, are a variety of sample forms referred to in the
outline as well as the policies from Monforton Elementary and Dawson County High
School districts

The fourth edition of Standards for Accreditation of Montana Schools includes
the following "Required" standard:

404.2 "Each school district shall have written policies regarding the selec-
tion, use and evaluation of materials and services and procedures for
handling challenged materials. The selection and use of specific items
of material, with the advice of the staff, are the responsibility of the
local school board."

The above standard is located in the section of standards for "Library Media Ser-
vices, K-12."

A written materials selection policy adopted and approved by the local board of

trustees as part of its official policies is important for reasons other than the fact it is

required to meet the Standards. One finding of a 1981 survey conducted by the

Association of American Publishers, the American Library Association and the
Association for Supervision and Curriculum Development was: "Administrators

and Librarians reported that challenges to materials were more often overruled in

schools with a formal selection policy." Another benefit of an approved com-
prehensive policy on selection of materials is that it gives school personnel a means
to explain the school program to the community.

A comprehensive selection policy for instructional materials must consist of the
following components:

Objectives:

1 . Include a broad statement of the school district's goals for its educational pro-

gram.

2. Specify the objectives of selection for:

a. library media center materials

b. textbooks (objectives may vary from subject to subject)

c. other instructional materials

Responsibility for Selection:

1 . Name by professional position those who have responsibility for selection of

library media materials, textbooks, and other instructional materials.

2. When selecting material to use in the classroom, teachers should develop a ra-

tionale for teaching a particular work/unit. (A sample rationale form is found on
page 73.) Such a process is essential to show the relationship between the

work/unit and curriculum objectives as well as the school's philosophy and ob-

jectives. The process of developing a rationale is also an excellent public rela-

tions device to use with parents and the community to explain in a positive

manner what is happening in the classroom.

3. Ultimate responsibility for selection rests, by law, with the local board of

trustees.
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Criteria:

Spell out the specific criteria used for selecting materials (i.e., literary or technical

quality, appropriateness for age and grade level, accuracy, educational significance,

authenticity, quality of format, favorable reviews in standard selection sources,

etc.).

Procedures:

1

.

Describe all the steps in the selection process from the beginning to the final

decision.

2. Include a partial list of selection aids/review sources used.

3. List the types of materials acquired, why they are acquired, and how.

4. Specify the local policy regarding: weeding, replacing, and repairing materials.

Special Areas:

Detail local policy regarding the following: gifts, sponsored materials, profes-

sional materials, procedure for handling lost materials, etc.

Policies on Controversial Materials:

1

.

Draft a statement on intellectual freedom and why it should be upheld.

2. Endorse the principles in: the First Amendment, the American Library Associa-

tion's (ALA) "Library Bill of Rights," and the National Council of Teachers of

English's (NCTE) Students' Right to Read. (Attach copies of each to the com-
plete policy.)

Reconsideration:

1

.

Establish the procedure for handling reconsideration of challenged materials.

2. Delineate every step from the initial response to the complaint through the

highest appeal.

Note: Be sure the person challenging the material submits a written complaint.

(Sample forms are on pages 71 and 79.) Second, be sure the questioned
material is not removed from the school pending the final decision from the

review process.

Assistance in writing a policy or critiquing an existing one is available from the
Library Media Specialist and the English Language Arts Specialist, Office of Public

Instruction, State Capitol, Helena MT 59620.
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SAMPLE LETTER TO COMPLAINANT

Dear :

We appreciate your concern over the use of __^ in our
school district. The district has developed procedures for selecting materials, but
realizes that not everyone will agree with every selection made.

To help you understand the selection process, we are sending copies of the
district's:

1

.

Instructional Goals and Objectives

2. Materials Selection Policy Statement

3. Procedure for Handling Objections

If you are still concerned after you review this material, please complete the Re-

quest for Reconsideration of Material form and return it to me. You may be assured
of prompt attention to your request. If I have not heard from you within two weeks,
we will assume you no longer wish to file a formal complaint.

Sincerely,

Principal

Reprinted from the Academic Freedom Group Workshop Resource Book, Spokane, September
1981.
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INSTRUCTIONS TO EVALUATING COMMITTEE

Bear in mind the principles of the freedom to learn and to read and base your deci-

sion on these broad principles rather than on defense of individual materials

Freedom of inquiry is vital to education in a democracy.

Study thoroughly all materials referred to you and read available reviews. The
general acceptance of the materials should be checked by consulting standard

evaluation aids and local holdings in other schools.

Passages or parts should not be pulled out of context. The values and faults

should be weighted against each other and the opinions based on the material as a

whole.

Your report, presenting both majority and minority opinions, will be presented by

the principal to the complainant at the conclusion of our discussion of the ques-

tioned material.
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REQUEST FOR RECONSIDERATION OF EDUCATIONAL MEDIA
(Sample)

School Date

Name of complainant

Address

Kind of media

Title Author or Producer

Reason for objection: (Cite particular sequences and approximate location in

media.)

Specific objections:

Any merits noted in this media?

Have you read, viewed and/or auditioned the entire material to which you object?

Have you read, viewed and/or auditioned other media by this author or producer?

List titles previously examined:

What material on the same subject would you recommend for replacement?

Title

Author or producer Copyright date

Is your alternative selection in our library media center?

Signature
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SAMPLE TEACHER RATIONALE

School:

Teacher:

Title:

Grade or Course:

Approximate date(s) book will be used:

This book will be
studied by the whole class

recommended to individual students

part of a larger study of

Ways in which the book is especially appropriate for students in this class:

Ways in which the book is especially pertinent to the objectives of this course or

unit:

Special problems that might arise in relation to the book and some planned activities

which handle this problem:

Some other appropriate books an individual student might read in place of this book:

Prepared by Diane P. Shugert, Chair, NEATE Committee on the Profession.
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SELECTION POLICY
Sample from Monforton School Selection Policy

7.361 Library Philosophy and Objectives

The Monforton School Board believes that every school child has the right to a

variety of learning materials within the school to broaden his/her interests and ex-

periences and to stimulate his/her mental growth. The Board further believes that

an effective and well-administered school library is the most effective and
economical way to provide each child with exploratory experiences, reading

guidance, instruction in the use of a variety of materials and curriculum enrichment.

7.362 Selection Policy

School libraries are concerned with generating understanding of American
freedoms and with the preservation of these freedoms through the development of

informed and responsible citizens.

The selection of library materials for Monforton School District is based on the

principles expressed below:

To provide materials that will enrich and support the curriculum, taking into

consideration the varied interests, abilities and maturity levels of the pupil

served.

To provide materials that will stimulate growth in factual knowledge, literary

appreciation, aesthetic values, and ethical standards.

To provide a background of information which will enable pupils to make in-

telligent judgments in their daily lives.

To provide materials on opposing sides of controversial issues so that young
citizens may develop, under guidance, the practice of critical reading and think-

ing.

To provide materials representative of the many religious, ethnic, and cultural

groups and their contributions to our American heritage.

To place principle above personal opinion and reason above prejudice in the

selection of materials of the highest quality in order to assure a comprehensive
collection appropriate for the users of the library.
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Criteria for selection of new materials and weeding of existing materials will be
based on:

1

.

Needs of the individual students

2. Needs of the curriculum

3. Requests of principal, students, teachers, and parents

4. Provisions of a wide range of materials on all levels of difficulty with a diversity

of appeal and presentation of different points of view.

5. Aids used in choosing books:

A. Elementary School Library Collection

B. Children's Books Too Good to Miss

C. Books in Print

D. Children's Catalog

E. Bibliographies listed in textbooks adopted by the district.

Materials not reviewed in standard sources are purchased only after careful ex-

amination.

6. Weeding:

A. When materials no longer meet the criteria for selection, they shall be

weeded. Weeding is a necessary part of selection since every library will

need to get rid of worn out, obsolete, dated or unappealing books.

B. Weeded books will be stamped "discarded" and be used at the carnival in

the spring.

80



SAMPLE LETTER TO COMPLAINANT

Dear :

We appreciate your concern over the use of

in our school district. The district has developed procedures for selecting materials,

but realizes that not everyone will agree with every selection made.

To help you understand the selection process, we are sending copies of the

district's:

1

.

Instructional Goals and Objectives

2. Materials Selection Policy Statements

3. Procedure for Handling Objections

If you are still concerned after you receive this material, please complete the Re-

quest for Reconsideration of Material form and return it to me. You may be assured

of prompt attention to your request. If I have not heard from you within two weeks,

we will assume you no longer wish to file a formal complaint.

Sincerely,

Principal

Reprinted from the Academic Freedom Group Workshop Resource Book, Spokane, September

1981.
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REQUEST FOR RECONSIDERATION
OF LIBRARY MATERIALS

Ti ^e Book Periodical Other

Author

Publisher

Request initiated by

Address

City State Zip Telephone

Do you represent:

Yourself

An organization (name)
Other group (name

1 . To what in the work do you object? (Please be specific. Cite page.)

2. Did you read the entire work? If no, what parts?

3. What do you feel might be the result of reading this work?

4. For what age group would you recommend this work?

5. What do you believe is the theme of this work?

6. Are you aware of judgments of this work by literary critics?

7. What would you like your library/school to do about this work?

Do not assign/lend it to my child.

Return it to the staff selection committee/department for reevaluation.

Other. Explain

8. In its place, what work would you recommend that would convey as valuable a

picture and perspective of the subject treated?

Signature Date

Reprinted from the Academic Freedom Group Workshop Resource Book, Spokane, September

1981.
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INSTRUCTIONS TO EVALUATING COMMITTEE

Bear in mind the principles of the freedom to learn and to read and base your deci-

sion on these broad principles rather than on defense of individual materials.

Freedom of inquiry is vital to education in a democracy.

Study thoroughly all materials referred to you and read available reviews. The
general acceptance of the materials should be checked by consulting standard
evaluation aids and local holdings in other schools.

Passages or parts should not be pulled out of context. The values and faults

should be weighted against each other and the opinions based on the material as a

whole.

Your report, presenting both majority and minority opinions, will be presented by

the principal to the complainant at the conclusion of our discussion of the ques-

tioned material.

Reprinted from the Academic Freedom Group Workshop Resource Book, Spokane, September

1981.

85





MATERIALS SELECTION POLICY

From Dawson County High School Selection Policy

874.5 Book Selection Policy

The Board of Education, as representatives of a democracy who are

governing a public school system, accept the following as their specific

responsibility:

To provide learning situations in which constructive citizenship and
democratic procedures may be experienced by pupils.

To provide qualified personnel to select materials.

To provide materials that will develop critical thinking, objective evalua-
tions, and aesthetic appreciation suitable to their maturity level and
abilities of pupils.

To meet this responsibility, a well-defined policy is both necessary and
desirable. The Dawson County High School Board accepts final authority

for the determination of policy in the selection and acquisition of materials

for the school.

Philosophical Basis

One of the objectives of universal free education is to develop in children

the intellectual capacities required for the effective exercise of the rights

and duties of citizenship. Experience demonstrates that this is best ac-

complished in an atmosphere of free inquiry and discussion which is, in

turn, supported by effective selection and use of instructional materials.

General Guidelines

Instructional materials, which include texts, books, nonprint items,
magazines and newspapers, should make available to students in their

classes and in school libraries a wide range of ideas. Material should never
be excluded or removed simply because it expresses unpopular or con-
troversial views or because it coincides with particular religious views. The
requirement of diversity, however, does not mandate a presentation of any
particular point of view or theory unless necessary to a fair and balanced
presentation of the subject.

The best method for selecting teaching materials is to give final authority

to teachers who make selections on the basis of their professional com-
petence in consultation with supervisors. Recommendations from

students, parents, school boards, and other citizens should be taken into

account. In addition to their suitability for particular subject matters,

materials should take into account the student's age and present a variety

of views. Professional responsibility includes continually reviewing old

materials and seeking new materials.

Media materials should present the multiple realities of a pluralistic socie-

ty, including fiction and nonfiction which portray the many facets of life.

Criteria for Selection

1 . Overall purpose

2. Timeliness or permanence

3. Importance of the subject matter

4. Quality of the writing/production
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5. Readability and popular appeal

6. Authoritativeness

7. Professional reputation of the publisher/producer

8. Professional reputation and significance of the author/artist composer

9. Format and price

10. Suitability to intended audience

1 1 . Requests from community citizens, faculty, and students

1 2. Use of nonsexist, racially, ethnically, and politically unbiased material

Procedures for Selection of Resources

In selecting resources for use, school personnel evaluate the existing

resources and consult:

1

.

Reputable, unbiased, professionally prepared selection aids

2. Specialists from departments and/or grade levels

In specific areas, school personnel follow these procedures:

1

.

Resources given as gifts are judged by basic selection standards and
are accepted or rejected by these standards.

2. Multiple items, outstanding and much-in-demand resources are ac-

quired as needed.

3. Worn or missing standard resources are replaced periodically.

4. Out-of-date or no longer useful resources are withdrawn.

5. Sets of resources and resources acquired by subscription are exam-
ined carefully and are acquired only to fill a definite need.

6. Resources may be acquired from publishers' catalogs, bookstores,
and public or private collections as long as the resources meet the
criteria for selection which have been outlined above.

7. Whenever possible, material should be previewed before purchase.

School Media Center

In addition to the obligation to include a wide range of ideas and inter-

pretations in materials in the school media center, the library also has an af-

firmative duty to provide access to materials to students. Appropriate

reasons for limiting access to media materials to particular individuals

might include past destruction of such materials, failure to pay fines, or in-

appropriate behavior within the confirfes of the media center.

Sources of selection materials, although not confined to this alone, in-

clude such standard sources as Booklist, School Library Journal, Kliaat

Young Adult Paperback Guide, Standard High School Catalog. All recom-
mendations from parents, students, teachers, board members, administra-

tion, and community members will receive full consideration within the
limits of the criteria for selection and procedures for selection noted above.

Materials Violating Personal Consciences

While the determination of the educational effectiveness of instructional

materials is the responsibility of officials of the school system, students or

parents have the right to object to exposing their children to any particular

piece of assigned instructional materials as offensive to them on grounds

of individual conscience. Though such considerations may not be used to

justify banning the schoolwide or systemwide use of materials, parental

objections to the use of particular materials by their children should be
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respected when reasonable and made in good faith. Where feasible, alter

native materials should be made available to those students who wish to

exercise their rights of conscience.

874.6 Complaint Procedures

Criticism of books and material selected and advocacy of additional

material is an essential right of students, parents, faculty, and the com-
munity. Objection to the particular language or viewpoint of material can-
not, per se, be justification for the exclusion of classroom or library

material. Material objected to may not be withdrawn while the objection is

being reviewed.

Occasional objections to resources will be made despite the care and
procedures followed in their selection. Therefore, school personnel should

be prepared to defend the principle of the freedom to read, the professional

responsibility of the staff, and the resources themselves.

If a complaint is made (a complaint is defined as a verbal or written state-

ment of opposition to a resource, requesting that it be removed or

restricted), the procedures are as follows:

1

.

Treat each complaint courteously and confidentially, but make no
commitments.

2. Each complainant should be directed to the building principal.

3. The building principal will invite the complainant to complete and
return the prepared questionnaire.

4. The completed questionnaire will be submitted by the principal to the

chairperson of the review committee.

5. The review committee shall be a standing committee consisting of the

librarian or AV specialist, department heads from English, science,

social studies, and the principal, vice-principal, and a parent. The
building principal, the superintendent and the professional media per-

son or teacher involved will be promptly informed of the completed
questionnaire.

6. Use of challenged resources shall not be restricted during the revalua-
tion proceedings.

7. The chairperson of the review committee will:

a. notify committee members of the challenge and set up meetings.

b. discuss the questionnaire with the professional media person or

teacher involved.

c. obtain reviews of the resources being challenged.

d. inform the complainant and the media person or teacher involved

of the time and place of the committee meeting.

8. The review committee will:

a. examine resources referred to it.

b. check general acceptance of the resources through reviews.

c. weigh values and faults against each other and form opinions

based on the resource as a whole.

d. meet to discuss the resource, to review the complainant's objec-

tions, to make a decision by public vote, and to prepare a report on
it.

e. send copies of the report to the complainant, the building prin-

cipal, superintendent, and the professional media person or
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teacher involved. This report will reflect the decision of the com-
mittee.

9. Should the complainant not be satisfied with the decision of the com-
mittee, he/she may direct the complaint to the superintendent who
shall review the complaint and the committee report and inform the

complainant of his/her decision.

Should the complainant not be satisfied with the decision of the

superintendent, he/she may request a review by the board of trustees.

The complaint, committee report, and superintendent's report shall be
made available to the board of trustees. The matter will be discussed
at the next regularly scheduled board of trustees' meeting and a deci-

sion given to the complainant.
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TEXTBOOK SELECTION CRITERIA
Dawson County High School

Glendive, Montana

Title

Course Teacher(s)

1

.

Reading Level:

2. illustrations:

Pictures (photos)

Graphs (charts)

Maps

3. Data (is it up-to-date?):

4. Print (size of type):

5. Construction:

Paper (quality)

Binding (strength)

Cover (attractive — strength)

6. Supplementary Materials:

Workbook
Audiovisuals

Films

Filmstrips

Records (cassettes)

Lab materials

7. Bibliographies:

8. Author Bias:
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BOOK SELECTION
Dawson County High School

Glendive, Montana

Teacher

Teacher's Rationale

Title

Grade or Course

Approximate date(s) book will be used

This book will be

studied by the whole class

recommended to individual students

part of a larger study of

Ways in which the book is especially appropriate for students in this class:

Ways in which the book is especially pertinent to the objectives of this course or

unit:

Special problems that might arise in relation to the book and some planned activities

which handle this problem:

Some other appropriate books an individual student might read in place of this book:
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REQUEST FORM FOR REEVALUATION OF RESOURCES
Dawson County High School

Glendive, Montana

Initiated by Date

Address Telephone

Representing:

Self Organization or Group (name)

Resource Questioned:

Author

Title

Publisher Copyright Date

Type of Resource
(book, film, filmstrip, record, pamphlet, etc.)

Location: Elementary Jr. High School Sr. High School

Please respond to the following questions. If sufficient space is not provided, please

use an additional sheet of paper.

1. Have you seen, read, or listened to this resource in its entirety?

2. To what do you object? Please cite specific passages, pages, etc.

3. Why are these parts objectionable to you?

4. What do you feel might result from use of this resource?
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5. What reviews of this resource have you read?

6. For what other age group might this resource be suitable?

7. What action do you recommend that the school take on this resource?

8. What resource do you recommend in place of this one that would provide ade-

quate information on the subject?

Date: Signature
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CHECKLIST FOR MATERIALS SELECTION POLICY

1

.

Do you have a written instructional materials selection policy?

2. Has it been formally adopted by your governing agency?

3. Is it reviewed and updated periodically?

4. Are the following basic components included in your selection policy?

A. Statement of philosophy concerning selection of instructional materials

B. Objectives of system and goals of instructional program

C. Responsibility — those persons (named by professional position) responsi-

ble for selection of instructional materials

D. Criteria used in selection of materials (policy should cover all instructional

materials, both print and nonprint)

Examples of criteria are: relevance to objectives; format; appropriateness

to level of user; artistic and literary excellence; content; superiority in treat-

ment of controversial issues; cost and other related factors.

E. Procedures for selection — describe all steps from initial screening to final

selection

F. Special areas— include procedures for handling gifts, special requests, etc.

G. Reconsideration — written procedure for handling challenged materials

Five Questions to Ask Yourself

Does the school follow written policy statements on basic goals, principles,

procedures and practices?

Do policy statements in the school include procedures for handling complaints?

Do all employees know, understand and implement those policy statements?

Does the school reach into every corner of the community to involve a cross

section of its people in planning, program development and reporting?

Are there two-way communications between the school and the community
with listening as well as talking on all sides at all times?
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MONTANA RESOURCES FOR
MATERIAL SELECTION INFORMATION

Office of Public Instruction

Margy Rolando, Library Media Specialist, 444-2979

Edward Eschler, English Language Arts Specialist/Social Studies, 444-4433

Angela Branz-Spall, Bilingual/National Origin Specialist, 444-4421

Patricia Christie, Educational Equity Specialist, 444-5664

Cheri Bergeron, Librarian, 444-2082

Office of Public Instruction

State Capitol

Helena, Montana 59620

Montana Association of Teachers of English Language Arts
504 South California

Helena, Montana 59601

Montana Library Association

P.O. Box 5081
Missoula, Montana 59801

Montana Coalition for Intellectual Freedom
P.O. Box 5731
Helena, Montana 59604
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GUIDELINES FOR
STUDENT RECORDS
Requirements
Clarifications

Grades K-12

SEPTEMBER 1984

Office of Public Instruction

Ed Argenbright, Superintendent

State Capitol

Helena, Montana 59620



INTRODUCTION

The basic mandates for student records are:

1.

2.

3.

4.

Standards for Accreditation of Montana

Schools, Montana Board of Public Education.

Family Educational Rights and Privacy Act

(FERPA) of 1974 and its implementing regula-

tions.

Public Law 94-142 laws and regulations for

special education.

Montana laws and administrative rules pertain-

ing to special education. (See Special Education

Reference Manual.)

REQUIREMENTS

Each school district and educational agency main-

taining student records must:

1. Formulate and adopt institutional policy and

procedures concerning student records (FER-

PA, Reg. 99.5).

2. Annually notify parents of students in atten-

dance or eligible students [attained 18 years of

age and in attendance) of their rights pertaining

to student records (FERPA. Reg. 99.6 and

Special Education Reference Manual, 14.2(2)].

3. Keep a permanent file of student records (Stan-

dards of Accreditation, 207(1)].

4. Maintain separate special education records

[Standards of Accreditation, 207(3)(a) and (b)

and Special Education Reference Manual.

14.2(2)(a-c)].

5. Establish written procedures for the destruc-

tion of confidential records (Standards of Ac-

creditation. 207(3)(b)(c) and Special Education

Reference Manual 14.3).

6 Maintain a record of each request and each

disclosure of personally identifiable informa-

tion from the education records of a student

(FERPA, Reg. 99.32).

7 Provide public notice that directory informa-

tion is to be developed (FERPA, Reg. 99.37).

8. Permit the parent of a student or an eligible stu-

dent to inspect and review the education rec-

ords of the student. Must comply with request

within a reasonable time, but in no case more

than 45 days after the request has been made

(FERPA, Reg. 99.11).

9 Amend the education records of a student upon

an approved request by parent or eligible stu-

dent. The request is authorized when parent or

eligible student believes the information is inac-

curate or misleading or violates the privacy or

other rights of the student. When a decision is

made not to amend records, the parent or eligi-

ble student must be informed of their right to a

hearing (FERPA. Reg. 99.0).

10. Establish procedures for and conduct a hea:

as required when parent or eligible student

peals the denial to amend a studenfs edi

tional records (FERPA. Reg. 99.22).

CLARIFICATIONS

Transfer of Education Records

1. Written consent is not required to send reo

when the transferring school has a notice i

policies that it forwards education record

request to a school in which a student seel

intends to enroll (FERPA, Reg. 99.31).

2. Special education records, including sp«

pathology, meet the definition of educ«

records and must be included with the ci

lative folder and other education records i

request to the gaining school (OPI clari

tion).

Rights of Noncustodial Parents

In the case of divorce or separation, a school di:

must provide access to education records to

custodial and noncustodial parents, unless there

legal binding document that specifically removes

parent from FERPA rights (statement from FERP

fice).

Sole Possession Records

To classify any record maintained by a staff me

and directly related to a student as a sole posse,

record (exempt from parent or student access,

lenge and control), an education agency or institt

must make certain the record meets the following]

1. It must be a private note created solely b 1

individual possessing it;

2. it must be a personal memory aid; and

3. the information contained in the note mu
be accessible or revealed to any other p

(including the student), except to

possessor's temporary substitute (statt

from FERPA office).

Confidentiality Requirements of

the Education of the Handicapped Act (EHA,

1. Under the EHA/Part B regulations,

"children" includes children aged zerc,

21, including those who have not yet

students— i.e., preschool or unserved

refers to "students" or "eligible stude

2. EHA/Part B regulations apply to all ag.

volved in the state's identification,

evaluation and education efforts. FEF

plicable only to those students in atte)<

education agencies and institutions



funds from programs administered bv depart-
ments of education.

Specific notification to parents that data will be*'ed on their children is required under
tHA-Part B. and the parents right to access is
more extensive.

The EHA/Part B regulations concerning paren-

?! consent before release of personally iden-
tifiable information modify the FERPA re-
quirements.

Specific safeguards to protect the confidentiali-
ty of personally identifiable information at all
stages (storage, disclosure and destruction) are
required by EHA/Part B. which also specifies
procedures relating to the destruction of infor-
mation after the need for such material has ex-
pired. *

The severity of disability, in addition to the
child's age, must be considered under EHA/
Part B regulations in connection with the
transfer of privacy rights from a parent to an
18-year-old student.

The state education agency is required under
EHA/Part B regulations to have specific sanc-
tions it can use to ensure implementation of the
confidentiality requirements (Education for the
Handicapped Law Report, editorial explana-
tion).

its Under Age 18—Right of Access

district should adopt a policy for access of stu-

icords by students under 18. Federal regulations

t preclude school districts from according
ts rights in addition to those accorded to parents
ents (FERPA. Reg. 99.4).

jlding Transfer of Records

sfer of records cannot be held up for nonpay-
f education fees— i.e., fee charges for lab. library

shops, etc. (OPI legal counsel opinion).

ability to Private Schools

te schools are subject to FERPA regulations if

ceive funds under any federal program. FERPA
lpplicable solely because students attending the

receive services under a federal program
l another institution (FERPA, Reg. 99.1).

dent's education records IFERPA. Rpk 49 1 1 and 99 li

Persons who mav ha ess to personalK identifiable
information without prior (.onsenl are listed in FERPA
Reg. 99.31 Among those listed are

1 State education authorities

2. Persons connected with financial aid which th»*

student has applied tor or has received

3. Organizations conducting studies for or on
behalf of education agencies or institutions for
the purpose of developing, validating or ad-
ministering predictive tests, administering stu-

dent aid programs and improving instruction

Exempt from Record of Access (Log)

The following persons are not required to have their

request for access to personally identifiable informa-
tion recorded: parent of a student or eligible student:
school officials (including teachers) who have been
determined by the agency or institution to have legit-

imate education interests; persons having written con-
sent of a parent; and persons acquiring directory infor-
mation (FERPA. Reg. 99.32).

Conditions for Disclosure in Health
and Safety Emergencies

Personally identifiable information from a student's
education records may be disclosed to appropriate par-
ties in connection with an emergency, if knowledge of
the information is necessary to protect the health or
safety of the student or other individuals (FERPA. Reg.
99.36).

Fees for Copies of Education Records

A fee may be charged for copies if that fee does not
prevent the parents and eligible students from exercis-
ing their rights to inspect and review the records (FER-
PA, Reg. 99.8).

Disclosure to Federal and State Officials

Authorized federal and state officials may have ac-
cess to student and other records related to the audit
and evaluation of federally supported education pro-
grams or to the enforcement of or compliance with
federal requirements for these programs (FERPA Reg
99.35).

terized Data Base

mation stored in computers is subject to the pro-

of FERPA and to state laws and rules pertaining

identiality (OPI clarification).

Rights

arents of a student or eligible student who is or
a in attendance may inspect and review the stu-
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